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CONTROL ROOM for activities involved 

in atom bomb protection program at 

Rockefoller Center, New York. See story, 
page 34. 
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Royal takes the extra time to bring you Steel furniture of extra strength 


Two square-tube sections fuse...to become a 
single, continuous assembly of steel. In the glare 
of an acetylene torch, strength is welded to 
strength and cleanline beauty to long-usefulness... 


The welder, the plater, the buffer. .. every Royal 
craftsman in his turn gives each detail his un- 
divided (and unhurried) attention. Time-taking? 
Yes! But only by such “‘individualized assembly- 
line” methods and thoughtful extra operations 
was Royal able to perfect the first modern all- 
metal principle in back and seat construction. 
Time hardly touches long-wearing Royal Furniture 
... Royal takes the time to bring you the very best! 


Now, with government defense orders getting 
first call, and civilian demand alive and kicking 
. .. Royal deliveries are lagging far behind. We 


FS aS OT na 


don’t like that any more than you do. But we’ve 
never scrimped on Royal quality to speed up a 
delivery and we never will! Naturally, we hope 
you can wait. If you cannot, we suggest you see 
our worthy competitors. Many of them make 
products of good quality which we recommend. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING CO. 


175G NORTH MICHIGAN AVENUE, CHICAGO 1 


New York + Los Angeles « Michigan City, Indiana 
Warren, Pennsylvania » Preston and Galt, Ontario 
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Before the personnel shortage moves in on you 
... provide the ABC of getting things done 


.. for HUDQGRAPH dictation means Added 


Business 


Capacity 
with fewer man-hours 
...less effort! 


@ Personnel losses, due to the 
national emergency, need not re- 
duce the output of your office 
force ...no matter how large or 
small. With the installation of 
AUDOGRAPH equipment, promi- 
nent users have reported that 
volume office output has been 
maintained despite personnel 
losses up to 30%. 

Before the man-power short- 
age threatens your ability to keep 
up with the pressure to produce, 
send in the coupon and discover 
how to thwart the man-power 
problem in your own office. 


AUDOGRAPH is made by The Gray 
Manufacturing Company — 
established 1891—originators of 
the Telephone Pay Station. 


Dictating and transcribing 


@ WE REGRET the unavoidable delay in de- 
are E-A-S-I-E-R : 


livery of new AUDOGRAPHS, but demands have 
exceeded all precedent. At the same time a large 
part of our raw material has been carmarked 
for defense production, to which many of our 
skilled personnel are already committed. If you 
are awaiting delivery of new AUDOGRAPH equip- 
ment, we urge patience ... for AUDOGRAPH is 
very well worth waiting for. 


with AUDOGRAPH 


f, 
O6R APH sc. 


THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal cities 
of the U S. See your Classified Telephone Directory— 
under “Dictating Machines.” Canada: Northern Elec- 
tric Company. Ltd., sole authorized agents for the 
Dominion. Overseas: Westrex Corporation (export 
affiliate of Western Electric Company) in 35 foreign 
countries 


Send me Booklet 4-S—"“Now We Really Get Things Done!” 


Nome......cc cccccccccccesesececeseens PTeTTTITT TTT 


Street. .cccccccccccccccsccccccccssececesesssssGtVeccesesececesenesseseeees 
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“Harry Simpson has given 
me sales talks about his com- 
pany for several months. A 
few days ago I was in his 
building and stopped at his 
q office. 
| oo "T have never thought that surroundings 
a made too much difference, but Harry's 
*ih general office gave me a sales talk that 
* changed my mind. It radiated quiet effi- 
ciency and comfort. Not that it was fancy— 


it just looked like a place where people did 
things well and enjoyed doing them. That 


and E” representative in your 
community. Call him for help in 
planning an effective office. 


nee? ; : For pitcures of “Y and E” steel 
sn yee office equipment write for Steel 
sige Desk catalog 3806. There is a “Y 
YAWMAN 4»? FRBE MFG.(O. 


1045 JAY STREET - ROCHESTER 3,N.Y., U.S.A. 
OFFICE MANAGEMENT AND EQUIPMENT 


The office that gave me a sales talk 


office said to me very clearly—'Simpson 
knows how to run a business.’ 

“The result? Well, Harry has a new 
customer and I am doing over my office.” 

“Y and E” equipment can help you make 
your office into an effective sales tool— 
and “Y and E” equipment will help get 
the work done after you have made the 
sale. Call a “Y and E” representative for 
suggestions and details. Pictured above 
is an installation of the 6600 line—one of 
several distinguished lines designed and 
manufactured by “Y and E.” 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Weather Dope 


THE WEATHER continues to be 
something of outstanding interest to 
all of us. It is of as great interest to 
city folks as to country folks, and im- 
pressive evidence of this is given by 
the weather indicating devices which 
continue to be so popular a feature 
of some of our outstanding office 
buildings. 

Years ago the Empire State Building 
in New York pioneered by installing 
indicators in its lobby so that prospec- 
tive visitors to its observatory might 
_know the state of things atop of New 
York The Daily News Building in 
New York also made elaborate pro- 
vision for the giving of weather infor- 
mation in its lobby when that 
building was constructed. 

The picture at the top of this col- 
umn, showing a building guard boost- 
ing a young visitor up for a closer 
look at the model of the weather-light 
tower of the John Hancock Mutual 
Life Insurance Co. building in Boston, 
refers to a more modern use of the 
weather information idea. The wea- 
ther lights in the model in the build- 
ing lobby change simultaneously with 
the actual weather lights shining 400 
feet above the street—over these offices 
which won an award in our 1950 
“Office of the Year” Awards. 


Member of Audit 
Bureau of Circulations 
Member of 


Associated Business Publications 
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YOU accomplish more with the right approach! 


SS) 


~~ 
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— 
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(ana that goes for business systems, too!) 


You'll be surprised by the efficiency and 
economy you can get out of office systems 
and forms—if you use the right approach. 


One of the largest builders of steel tanks 
designed their whole order and invoice sys- 
tem around a Couiruo offset master plate and 
is repaid handsomely in more efficient and 
economical paper work. Theirs is a typical 
“one write” system. Information from the 
customer’s purchase order is typed on a 
Couttuo plate. Then, a few turns through an 
offset duplicator and they have customer’s 
acknowledgement, invoices, debit memo, 

auge tables and shop orders. You can see 
co they’ve speeded their paper work and 
eliminated the errors that go with rewriting. 


The next thing that happens saves more 
time and work later on. The Couirno plate is 


filed to have it right at hand for later re-runs 
—shipping statements and bills of lading. 


This application demonstrates a time and 
cost saving use of Co.ttHo plates which can 
be adapted to many business systems. In 
addition, Coxirno plates will improve the 
printing standards of other offset duplicating 
work—letters, forms, reports, plans, bulle- 
tins. CoLirHo plates are remarkably easy to 
prepare—on any writing machine—by hand 
—by anyone. As for printing clarity and 
durability—well, the best thing is to make 
your own comparison. 


Why not send for information sample 

plates and forms—right now? 

Chances are you'll find them packed 

full of ideas worth real money to you 
. . no obligation, of course. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 

170-3 Herb Hill Road, Glen Cove, L.1., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in principal cities 

Consult your local Telephone Classified Directory 


(e) 


OFFSET MASTER PLATES 
A “one write” system 
that expedites your paper work. 


Cotumpia Rippon & Carson Mec. Co., Inc., 
170-3 Herb Hill Road, Glen Cove, L. L, N. Y. 


Please send me samples of COLITHO MASTERS. 


Name Title 
Company 

Address 

City Zone State 
Make of Dupli Model 
Plate Size. Clamp Style. 
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BOOKS AND PAMPHLETS 


Protecting Your Company’s Secur- 
ity, a 13-page “blueprint” is currently 
being distributed to member companies 
by the Research Institute of America, 
292 Madison Ave., New York. The 
“blueprint” was prepared because in- 
vestigation by the Institute's research 
staff showed that “no company is en- 
tirely safe from Communist sabotage, 
fifth-column activity, and espionage.” 

Pointing out that there are some 
precautions every company — should 
take, the report discusses methods of 
determining whether or to what de- 
gree a company is vulnerable; policy 
adjustments; setting up a security pro- 


gram; selecting and installing a se- 
curity officer; tracking down Com- 
munists, fellow-travelers, espionage 


and sabotage; working with the union; 
getting help from government agen- 
cies, and the supervisor’s or foreman’s 
part in carrying out security measures. 

According to Leo M. Cherne, execu- 
tive secretary of the Research Institute 
of America, who supervised the prep- 
aration of the report, the long-range 
strategy of the American Communist 
Party is to “damage this country’s 
economy wherever, whenever, and 
however possible.” “Communists and 
fellow-travelers are already actively at 
war with American business,” Mr. 
Cherne says. 

“If they can throw a business off 
stride, put people out of work, hait 
production of scarce civilian items or 
disrupt the operations of a small store 
—that’s right in line with their ulti- 
mate goal of dominating this coun- 
iy;” 

Protecting Your Company's Security 
is one of a series of research reports 
on the current emergency that the In- 
stitute is distributing to over 30,000 
members. Single copies are available 
wihout charge. 


CPA’s Opinion, a discussion of the 
standards of reporting on financial 
statements, is the latest article re- 
printed from the Journal of Accoun- 
tancy and published by the American 
Institute of Accountants, 270 Madison 
Ave., New York. 

The article discusses the accounting 
profession’s decision, made through 
its national society, to call upon the 
certified public accountant to state 
clearly the degree of responsibility he 
is prepared to assume for a financial 
statement with which his name is as- 
sociated. 

Copies of this reprint can be ob- 
tained from the AIA at 10 cents each. 


A survey recently completed by the 
University of Michigan’s Institute of 
Social Research Study, one which is 
said to be the most complete of its 
kind, comes to some rather startling 
conclusions, probably the most amaz- 
ing of which is the belief that the best 
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Keep texce 


repairing and fastenin 


easier with Texcet. 
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Cellophane 
use long lengt 


CEL j 
YABIANE "ee ae TAPE CORPORATION 
UNSWICK, NEW 
JERSEY 


Also makers of a complete line of 


topes for industry. 
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eeds up a dozen 


rexcet Cellophane Tape sp 
desk jobs. Sealing, hinging, 


Keep it handy. 


ape cee aE - a wae a me. = y ites OT, aaa ‘ # 

_\5 35 mE OFFICE: tS 
| ie Po Se C THE OFFICE! 
ae Re ins cas oh i oo aye Mee a [AS ges eee - ‘ aay r ay eee eee PATCH 
: : , bie pace! 
TO Fite = 
cae = eS < <a, i . 
‘ 1 \woustRia. a“. \\ Oe hate a. x a a 
. : , te Gi aes as # e: ie 4 — “eo 
l i \ ey \ less ger ca é f oy , Ee rays ‘Sg 
a % ¥ . 2 ee ‘ ae * ; iS : a, AA * a 
, [. fee Ss p : holding, 
< A Es : : Mics are made 
L Cellophane Tape on Fe 
hand for repairing torn file Pages, Pte | 
é for Sealing closed files, foy tabbing ae 
file titles clean and neat. —— a 
t a i x 4 al 
| “pan: F ag | oem 
i. — i VAT e 
t > 2 ? b> é = . f 
—hlUb aes’ , Ba 
= : : - <a a7 | |i, 
) < 4 ae ieee “it TEXCE, takes OVer Countless 
_ wrapping 3 bottle-neck. Me-consuming | 

| S s up office ¢ TEXCEL ? Chores Stock TEXCE, 4 
. | Tothing steP s as fast as ger jobs Cellophane Tape today! \ 
| ER No iling Chores For big ser. - | 
: e maili : nage dispen i. -  &#- 
1 a. po ” CAMA Hic f 
1 : j [ if a 
"] Es a ; ’ 4 a. 
. ¥ Cc E i f = “< 
‘ | / "n\ aa Sh Eating ¥ “Es Vf y 
_ | f \e aS esas VP 
‘ | y £ iw Mf. . Z Y da Y La Yd YU VA . ; q 
> - -sensitive 
s pressure 
z ae . ) a. 
: | om 

, 

, 5 


GUT THE COST 


of office paperwork 


with the new BW COPYFLEX® 


make © 

copies . , 
in seconds... 
for 


The BW Copyflex can be located anywhere in your 
office — it emits no fumes, needs no inks, stencils, trays, 


With the new BW Copyflex, you sim- 
plify and speed up office paperwork 
by eliminating time-consuming tran- 
scription, retyping, and other costly 
duplicating methods. With a BW 
Copyflex, you write it once, make 
copies as needed. 

Records, orders, invoices — on let- 
terhead or printed forms — are repro- 
duced in seconds. Copies are crisp, 
errorproof, smudgeproof — flat, dry 
and ready for immediate use. The 
100th is as sharp as the first. Cost for 


exhausts or special room lighting. 


an 81/,” by 11” copy averages less 
than 2 cents. 

Think what you can do! Original 
orders can be reproduced as produc- 
tion forms, shipping tickets and in- 
voices. Extra copies of special reports 
can be made without retyping. Dupli- 
cates of bills are available in seconds. 
Materials can be copied confidentially 
by your own private secretary, if you 
wish. 

See how the BW Copyflex can help 
you ... send for free booklet today. 


Specialists in copying since 1897 


SS CHARLES BRUNING COMPANY, INC. -=——-——" ~ 
New York 13, N. Y. 


(] Please send me your free booklet A-1078. 
[] | would like to see a Bruning BW machine demonstrated. 


Dept. Q-41 100 Reade St. 
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office workers are those who gripe the 
most! 

Now available in a book entitled 
Productivity, Supervision and Morale 
in an Office Situation, this survey is 
available from the University of Mich- 
igan Press, Ann Arbor, Mich., priced 
at $2.50 the copy. 

Among many other interesting facts, 
the survey indicates that getting work- 
ers to like their company does not 
seem to be the answer to the problem 
of boosting productivity. “Supervisors, 
not workers’ attitudes or over-all com- 
pany policy, are the key to productiv- 
ity. The worker is only interested in 
his own immediate work group. Group 
pride is directly related to output.” 

Contrary to accepted belief, say the 
University researchers, the best super- 
visors were those that were “critical 
of management policies, didn’t keep a 
close check on production, and gave 
the workers a relatively free hand.” 


The printed proceedings of the 1950 
annual conference on _ Principles, 
Methods, and Techniques, sponsored 
by the Society for Advancement of 
Management, 84 William St., New 
York, are now available to non-mem- 
bers of the Society as well. 

Bound into each copy is the com- 
plete set of papers presented by twen- 
ty-nine of the country’s leading man- 
agement men, thus offering a unique 
opportunity to study these authorities 
in their fields as they discuss the sub- 
jects in which they specialize. 

Each paper was prepared by persons 
who are successful executives “who 
have distinguished themselves by the 
performance of pioneer creative work 
in the field of management. The prac- 
tical, proven plans they describe and 
the basic principles and thearies dis- 
cussed are made available by the So- 
ciety in accordanee with its long es- 
tablished principle of encouraging the 
interchange of information and ideas 
that promote the use of scientific man- 
agement.” 

Among the papers included in the 
books are Methods and Cost Reduc- 
tion, by Charles Winkelman; Plans 
and Practices in Expanding Plant Fa- 
cilities, by A. B. Dick 3d; Planning to 
Meet War-time Management Prob- 
lems, by Robert C. Goodwin; Indus- 
trial Mobilization-1951, by Leo Cherne, 
and Effective Communications by Max 
Bass. 

The books are priced to non-mem- 
bers of the Society at $5 each; to mem- 
bers at $3.50 each. 


Periods of industrial mobilization, 
such as the country is just entering, 
mean greater work loads, longer hours, 
and increased nervous tension for most 
executives. Under such _ conditions, 
safeguarding the health of the manage- 
ment group becomes most important 
to any company, large or small. 

These facts were brought out by the 
report, Health Examinations for Ex- 
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Easy-to-handle FIFTH BOTTLE 


FUNCTIONAL DESIGN INK BOTTLE 
FITS GIRL’S SMALL HAND! 


The “etiquette of ink-pouring” becomes a matter ot safety... and thrift... with Sanford’s 
Fifth Bottle of PENit Ink ! This new bottle, shaped to fit small hands, offers large bottle 
economy with pint-size convenience. Its new structural design gives greater strength, 

yet requires less glass . .. weighs a full 3% pound less than a regular quart ! The dripless spout 

pours free-flowing Sanford’s PENit Ink . . . the quick-starting ink that assures 
“glide-ability”’ in pen writing. And for the sake of permanent office records, remember 


... Sanford’s PENit Ink is one of the two out of five leading brands of Blue-Black 
fountain pen ink that independent laboratory tests have shown 
resisted time, light and weather exposure ! 


April, 1951 OFFICE MANAGEMENT AND EQUIPMENT 


ee 99 7 
e | e 3 

| \ , eee 

| oe 

| Pe 

ery —— 

| S s.. a 
| , eS 
| f | A. 
RO 
: a A 
; | U a - 
: Penis : 
a i; 
| ‘ Pens | ae 
2 - ww 
: ee ” 


Bi: 
% 
rina 


THE BERT M. MORRIS CO. has been 
extremely careful to design all their 
desk equipment for sturdy—efficient— 
time saving usage without sacrificing 
smartness. A rich appointment to any 
executive’s desk, yet the complete 
setting shown—pen set, memo pad, 
phone rest, letter tray, ash tray and 
book ends, retail for little more than 
the cost of one higher priced,—com- 
parable fountain pen set. 


. CHEMICALS...A Grea’ NAME IN INDUSTRY 


Greal DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


MORRIS FOUNTAIN PENS—a mark of distinc- 
tion. The utmost in writing efficiency with 
streamlined, smart appearance. A balanced 
pen for long hours of comfortable writing— 
has 5 different quick ““thread-in’’ replace- 
able points for every purpose. Choice o 
eight colors. ; 


THERE IS NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point is tested at 


factory by actual writing. 


MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS— 
an efficient and economical 
pen set with ‘‘thread-in’’ 
point section. A real time 
and money saver in any 
office. 


BOOK ENDS—MORRIS 
BOOK-EZE—at last an in- 
expensive book end to 
match modern office fur- 
niture. 


MORRIS MEMO PADS-avail- 
able in two types. With 
Jewelers Bronze bar that 
drops as paper is used or 
standard box style. 


MORRIS LETTER TRAY — 
strong two point suspen- 
sion allows access from en- 
tire front and both sides. 
Tiers quickly added, legal 
or letter size. 


OFFICE MANAGEMENT AND EQUIPMENT 


. 


MORRIS ASH TRAY—A real 
He-Man ash tray. Glass 
lined. perfect for desk or 
conference table. 


BERT M. Morris CO. 8651 WEST THIRD STREET + LOS ANGELES 48, CALIFORNIA 
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ecutives, which has. been released by 
the Policyholders Service Bureau of 
the Metropolitan Life Insurance Co., 
1 Madison Ave., New York. 

This report, a joint effort of the 
Metropolitan’s medical division, health 
and welfare division, and Policyhold- 
ers Service Bureau, is based on the 
survey of companies attempting to 
conserve executive manpower through 
periodic health examinations. The re- 
port estimates that at least 400 com- 
panies in the United States and Can- 
ada already have developed such pro- 
grams, which gained general accep- 
tance during the industrial mobiliza- 
tion of World War II. 

Contributors to the report include 
118 companies having executive health 
examinations and 44 clinics conducting 
examinations. The information they 
provided has been broken down in the 
report to sections on the benefits of 
health examination programs; the sit- 
uation in small companies; the execu- 
tive levels included; the scope, cost, 
and frequency of examinations; the 
use of company-employed and outside 
physicians; confidential treatment of 
information; follow-up procedures; the 
fjorms and records employed, and the 
examination procedures followed by 
clinics. 

Executives may obtain copies, while 
they last, by writing on their business 
stationery to the Metropolitan com- 
pany whose address is given at the 
beginning of this report. 


FILMS—VISUAL AIDS 


Current problems puzzling sales man- 
agement executives due to uncertain and 
rapidly changing conditions can be solved 
by fact-powered sales control, says Rem- 
ington Rand, Inc., 315 Fourth Ave., New 
York. This is the theme of Dynamic 
Sales Management, a new, full-color 
minute: sound film recently released by 
that company’s management controls di- 
vision. 

“For many, the emphasis now is on 
equitable allocation of production. Others 
iace maintenance of customer contacts 
with no products to sell due to defense 
contracts. Or covering sales territories 
adequately with sales staff depleted by 
calls to armed services or other defense 
assignments. These are some of today’s 
problems to be met by sales executives.” 

This film features “an expert script, 
fast-paced dialogue, and a_ professional 
cast, and was produced by Wilding Pic- 
ture Production Studios, Chicago. 

It*is the story of Charley White, sales 
manager for an electrical wiring manu- 
iacturer, who must improve sales effi- 
ciency under present-day challenging con- 
ditions. 

From home office to branch offices, 
Charley White is harried by the lack 
ot factual data on which to make de- 
cisions. How to get facts and see where 
action is needed—how to maintain effec- 
tive control by salesmen, by products, 
by territories, by accounts—how to make 
effective use of dwindling manpower— 


“.. best seat 
I ever sat on 


ua 
! 


That’s the consensus of opinion among employers and 
employes, alike: Cosco “Finger-Lift’’ Office Chair is 
a better seat—a bigger value! Foam rubber-padded, 
revolving “saddle” seat raises or lowers—quickly, 
easily and positively—to any height between 16” and 
20” ... backrest adjusts three ways. Durable, wash- 
able, vinyl plastic upholstery on seat and backrest in 
green, brown, maroon or gray; all-metal frame finished 
in gray or brown baked-on enamel. Life-time lubri- 
cated, hard rubber casters, with ball bearing swivels. 
Ask for demonstration without obligation at leading 
office equipment dealers. Or write for name of nearest 
dealer; COSCO, Dept. OM-3, Columbus, Indiana. 


Illustrated: Model 16-C, with gray, baked-on enamel finish. Also 
Model 16-D, with brown, baked-on enamel finish. Retail price about 
$29.95 (slightly higher in Florida, Texas and Western states). 


money I ever saw 


“...most chair for the 


“ 
! 


Posture Back 
adjusts 3 ways 


#,: 


In and out for 
depth of seat... 


te 


Up and down for 
height of bockrest 


Tilts freely to 
“follow” the back. 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 
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“Most Convincing Adding Machine Offer Ever! 


Clary 


GUARANTEES 


TO CUT YOUR 
ACCOUNTING COSTS! 


rf WE ARE SO SuReE the Clary can do your accounting work faster and at less 
Si cost than any other adding machine that we make this offer to users of 25 
or more adding machines: If one of your operators can’t do your work 
faster on a free-trial Clary than on her present adding machine, we will pay 
her salary during the week’s trial period. 
THIS DARING OFFER is made to show you that the all-electric Clary, world’s 
fastest adding machine, is engineered on an entirely new principle that 
gives it. an operator’s speed up to 48% faster than other makes. For you, 
= this means more work output, lower office overhead. Prove it for yourself! 
a You or your own Methods Department will be the judge. Mail the cou- 
= pon now or call the Clary representative listed in phone book yellow pages. 


at 


ONE TOUCH on hand-span keyboard 
enters an entire item, eliminates 4 to 5 
motions on every figure printed. Exclu- 
sive, practical thumb add baracross bot- 
tom speeds work and reduces operator 
fatigue. Pyramid keys save manicures. 


ANOTHER SECRET of Clary’s amazing 
speed is its new rotary action printing 
which enables it to spin out 188 items a 
minute. Rotary action gives much long- 
er life than noisy back-and-forth action 
of ordinary machines! 


- | Clary does your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 
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ei Clary Multiplier Corporation, 
2) Pt. Ne 
be sO San Gabriel, California a 
es ‘a Please tell me how I can take cm 
a advantage of your revolution- 
*: ae ary new Comparison test plan. Address 
caer Please send me Free bookle i 
a t, Cit 
‘ ce, CJ “Time, People and Equip- : 
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FILMS—VISUAL AIDS 


(From page 11) 


how to make certain that important ac- 
counts are covered—how to direct se- 
lective sales efforts on selective products, 
these are questions which the Rem-Rand 
film answers for Charley White and his 
fellow sales managers who face like 
problems. 

More than fifty prints of this film are 
available at Remington Rand branch 
offices throughout the country. Projec- 
tors and screens are also available at 
these points for use by or loan to busi- 
ness and industrial groups. In addition, 
universities, colleges, and secondary 
schools having courses in business and 
records administration and marketing 
may have the loan of this film by for- 
warding requests for showings to the 
company’s management controls division. 


Eight new reels of motion pictures 
showing basic operations in plants and 
offices were unveiled recently by the 
Committee on Rating of Time Studies 
of the Society for the Advancement of 
Management. The productions were 
made in collaboration with the College 
of Engineering of New York Univer- 
sity. 

Considered to be the broadest study 
yet made on this subject, the films rep- 
resent the results of more than 15,000 
hours of research by the Committee. 

Work performances filmed on each 
reel are at five separate speeds. Three 
different jobs are shown on one reel, 
one of which is devoted to office oper- 
ations. 

“The films are expected to be help- 
ful to large organizations,” the Com- 
mittee says, “in formulating the con- 
cept of what is a fair day’s work; 
achieving more uniform time standards 
among departments; comparing your 
concept of what is a fair day’s work 
with that prevailing in a large number 
of other companies, and training your 
engineers, supervisors, and other per- 
sonnel towards greater consistency in 
judging what is a fair day’s work.” 

A manual accompanies the films 
which can be purchased from the So- 
ciety for Advancement of Manage- 
ment, 84 William St., New York. 
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CATALOGS AND BROCHURES 


Industrial management making the 
change-over from civilian to defense 
production may be interested in a se- 
ries of three new folders from the 
management controls division of Rem- 
ington Rand, Inc., 315 Fourth Ave., 
New York. They are entitled 3 Ways 
To Stop Payroll Headaches—Before 
They Start. Each folder shows man- 
agement how to get the jump on pos- 
sible payroll problems by incorporat- 
ing the latest simplified machine ac- 
counting procedures. They are desig- 
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"200 copies by noon, he says! 


Tt would take 5 people to do that!” 


When you need multiple copies in a hurry 
—of important conference reports, sales 
letters, bulletins, price lists— use your dupli- 
cator. One typist can, literally, do the work 
not of five but of ten. And when she uses 
Hammermill Duplicator paper, only one 
typing, only one checking is necessary. 


Y43 | Send the coupon now for up-to-date sample book of 
@ Hammermill Duplicator and the helpful idea-book, ‘Duplicator Facts.” 
gL ELI, 


HAMMERMILL 


DUPLICATOR 


FOR SPIRIT AND GELATIN MACHINES 
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Every copy will be clear, bright, eagy to 
read... the kind that gets results. 
Hammermill Duplicator works equally 
well on either spirit or gelatin machines — 
provides a choice of white and six attrac- 
tive colors with envelopes to match. Just 
send the coupon for free sample book. 
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| 
| 
| 
| 
| 
| 
I¢ 
I 
| 
| 
| 
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| Hammermill Paper Company, 
1471 East Lake Road, Erie 6, Pennsylvania 


Please send me — FREE — the sample book of Hammer- 
mill Duplicator. (Check here ( if you'd like a copy of 
“Duplicator Facts,” idea-book that helps you get the best 
out of your duplicator equipment.) 


Name 


Position 


Please attach to, or write on, your business letterhead.) OM-APR. 
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and Forms 


for everyone concerned! 


Four of them—see at left—for four people in your 
firm, the same day a shipment arrives. And made in 
a single writing on a Uarco Portable Register! 


Portable means on-the-spot writing, and this handy 
register goes anywhere your clerk goes on the 
receiving dock. Loaded with Uarco Receiving Report 
Forms pre-printed so that the writing is greatly 
simplified and speeded up. Uarco designs these 
forms to supply full information. Each copy is 
labeled and colored for fast office routing. 


Result: prompt action and notification to all concerned. 
The right people know what has come in... where 
it’s stored ... and they know it right away! 


Uarco designs these Receiving Report Forms to 
meet any special requirements. To break up your 
receiving dock bottleneck . . . call a Uarco 
Representative, today. 


Factories: Deep River, Connecticut; Cleveland, 
Ohio; Chicago, Illinois; Oakland, California— 
Sales Representatives in All Principal Cities 


department ordering 


i UARCO Incorporated 
Room 1620, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


Please send samples of Uarco Receiving Report 
Register Forms. 


a INCORPORATED 


PRO. 0.0008 6008600060c vel ecssncscvscesseese 


! PEP T eee TTT Te errr rrrrr Tee, 
Business Forms ! " 
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nated as folders AB-525, AB-446, and 
AB-447, and are free of charge. 

Other new bulletins recently issued 
by Remington Rand include Facts 
About Office Figures, and New Tempo 
in Figure Production With the Print- 
ing Calculator. Both illustrated bulle- 
tins describe the company’s printing 
calculators that multiply directly, di- 
vide automatically, add and subtract, 
and print the proof on the tape. These, 
too, are available free of charge. 


An 8-page, illustrated bulletin de- 
scribing commercial portable vacuum 
cleaners has been issued and is avail- 
able from the Spencer Turbine Co., 
Hartford, Conn. It is Bulletin No. 
114E. 

The three machines described, pow- 
ered by 1, 3%, and % horsepower 
motors, respectively, are primarily de- 
signed for use in_ offices, hotels, 


Spencer Turbine's Bulletin 


schools, and institutions. They ofier 
both wet and dry cleaning and a va 
riety of tools for bare floors, carpets, 
rugs, walls, draperies, and upholstery 
as well as special tools for reaching 
hard-to-get-at places such as tops of 
pipes, venetian blinds, and radiators. 


A new bulletin” released by the 
Typhoon Air Conditioning Co., Inc., 
794 Union St., Brooklyn, N. Y., com- 
bines the complete specifications, pic- 
tures, and special features of all of the 
Typhoon packaged air 
models from 1! 


conditioning 
4 to 20 tons, as well as 
data and photographs on their evapora- 
tive condensers, which run from 3 to 
20) tons. 

Specifications and ratings for each 
size are shown, as well as diagrams il- 
lustrating outside dimensions and gen- 
eral arrangements of the components. 


Thomas A. Edison, Inc., West 
Orange, N. J., has available a new 12- 
page, two-color booklet which de- 
scribes the company’s new Televoice 
system for remote control dictation. 

Entitled A Line on Televoice, the 
booklet describes the entire system 
and explains its advantages. The Edi- 
son Televoice system consists of one 
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The office of publisher Philip L. Graham. Goodall Casements 
blend with the smart good taste of this modern interior. 


Goodall Mohair ‘Casements Make News 
| in the Washington D. C. Post Building 


ITH TYPICAL fact-finding know-how, the Washington 
D. C. Post examined Goodall’s record—found that 
| Goodall Casements are superior 5 ways! 
; TEMPERATURE CONTROL: The urgent need for protection 
against the summer sun is a must in Washington, and 
| Goodall Casements accomplish it without shutting out 
light—help ease the load on air-conditioning and keep 
non-air conditioned rooms cooler. 
LIGHT CONTROL: The softly diffused light that streams 
through is minus eyestraining glare—an important con- 
: sideration in every organization, 
NOISE CONTROL: No hard, flat, window covering can ab- 
sorb noise like these Casements. They muffle rather than 
bounce back disturbing office noises. A typical office in the new Post building showing how 
EASY UPKEEP: Made to shed dust, resist wrinkling, these Goodall Casements shield the occupants from the strong 
|  Casements stay fresh longer. They can be washed or dry- glare of the summer sun and from its heat as well. 
cleaned, of course, because they’ve been put through mul- 
| tiple processes to minimize shrinkage, won’t sag or stretch. 
, GREATER WEARABILITY: Only Goodall Casements are 
; Blended-for-Performance with the fibers that combine best 
: for greater durability. 
' ANOTHER POINT — Goodall Mohair Casements are superbly 
beautiful, help solve your decorating problem while giv- 
; ing you 5 outstanding advantages, 
= t Variable blend of mohair, cotton and rayon 


a © 1951, Goodall Fabrics, Inc. (Subsidiary, Goodall-Sanford, Inc. Sole Mokers of World-Famous PALM BEACH® Cloth) *Registered Trade Mark 
c. GOODALL FABRICS, INC. - NEW YORK + BOSTON + CHICAGO «+ DETROIT *« SAN FRANCISCO + LOS ANGELES 
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or ae "Ink-Locked” against 
i accidental spillage. In 
black, clear, green, 
gray, maroon, 


1. The world’s largest variety of point 
styles gives you the right point for the way 
you write. 


2. Fill it once—write for months. Base holds 
40 times as much ink as ordinary desk 
fountain pens. 


3. In case of damage, you can renew your point 
at your dealer’s in 30 seconds. 


Get a demonstration any- 
where fountain pens are sold. 


THE ESTERBROOK PEN COMPANY 
CAMDEN, NEW JERSEY 


AMERICA’S FIRST PEN MAKER 


Copyright 1551, The Esterbrook Pen Co. 
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MODEL 407 
DIP-LESS DESK PEN 
Extra large base holds two 
ounces of ink. Can’t leak 
—won’t flood. Visible ink 

supply. 


\ 


to twenty telephone-like dictating sta- 
tions wired to a central recording in- 
strument, the Tele Voicewriter. 

The booklet points out that the 
Televoice system “cuts dictation costs 
to the bone, bringing the cost per dic- 
tator served to an average one-third of 
the cost of individual dictating ma- 
chines. By sharing stations, dictators 
can even use instrument dictation for 
as low as one-tenth the cost of an in- 
dividual machine.” 

Other features of the Televoice de- 
scribed are its proven success in ac- 
tual use over the past six years, its 
“complete simplicity, ingenious fool- 
proof operation, and the greatly in- 
creased speed of correspondence it 
makes possible.” 

The booklet may be obtained from 
the company at 511 Lakeside Ave., in 
West Orange, N. J. No charge is 
made. 


A new booklet of interest to those 
who use copying machines is one re- 
cently issued by the Charles Bruning 
Co., Inc., 100 Reade St., New York. 

Designated booklet A-1081, its eight 
pages are devoted to describing how 
the company’s BW Copyflex and other 
machines can simplify and speed up 
paper work in all departments of busi- 
ness and industry. 

Individual pages are devoted to such 
divisions as sales, production, finance, 
research, personnel, accounting, gen- 
eral services, and executive levels. 


Currently celebrating their 75th 
birthday, Sauer, Inc., Pittsburgh, Pa., 
mechanical contractors, have issued a 
40-page brochure which describes and 
graphically illustrates the many im- 
portant construction jobs they have 
contributed to. It is available from the 
company direct and is without cost. 

The Sauer company has done the 
plumbing, heating, and ventilating in 
most of Pittsburgh’s large buildings 
including Koppers Building, United 
Engineering & Foundry Building, Fed- 
eral Reserve Bank, and the Bell Tele- 
phone Building. One of the most re- 
cent Sauer contracts is the Mellon- 
United States Steel Building, Pennsyl- 
vania Railroad Freight Terminal, and 
Alcoa Building. 


USERS OF PLASTICS ALERTED 


Manufacturers who plan to use plas- 
tics as substitutes for scarce metals 
had better look twice if they don't 
want to be disappointed, Frank H. 
Carman, assistant secretary in charge 
of plastics of the Manufacturing Chem- 
ists Association, states. 

Speaking before the annual meeting 
of the Commercial Chemical Develop- 
ment Association in New York, re- 
cently, Mr. Carman said that many 
types of plastics are in shorter supply 
than steel or aluminum, despite tre- 
mendous increases in production since 
World War IT. “If an end use is not 
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Do you know how many separate writings 
you require to get your orders shipped and 


Have you investigated recently to see if writ- 
ings are being made which can be eliminated? 


Are orders sent in by your branch offices or 
salesmen rewritten in your o 


Are shipping addresses retyped on your bills 


Are these same addresses again rewritten on 
your tags and labels? 


Are your invoices written separately from 
your shipping orders? 


When a spp shipment is made do you write 
: A niclh shipping order to cover items back- 


Do you write a new set of billing copies 


Do you post each individual invoice to your 
accounts receivable ledger? 


alas cg ONE IgE ISS 


Try this quiz. Learn how your 


Order Billing System 


DITTO 


TRADE MARK REG, U, S, PAT. OFF, 


DITTO, Incorporated 
637 S. Oakley Bivd., Chicago 12, Ill, 


April, 1951 


covering each back order shipment?................ Yes] No(} 


billed? Yes[] No[] 


of lading? Yes[] No[) 


10 > Would you like us to send you folders which iia 
how you can eliminate all retyping, on original and 


back —, eliminate 


3 ory ie to accounts receivable?.......... 
f answer is Yes’, fill in and mail to: 


Yes[] No[] 
Ditto, Inc., 637 S. Oakley Blvd., Chicago 12, Ill. 
Name. 
Firm Title. 
Address 
City Zone State 
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of sufficient essentiality to justify the 
use of these metals, then it is question- 
able if plastics could be made available 
through National Production Author- 


ity or government allocations,” he 
said. 
Civilian requirements for plastics 


are now far greater than ever before, 
not only on a tonnage basis but also 
in proportion to other engineering ma- 
terials, according to Mr. Carman, and 
this has created problems with respect 
to further expansion. The quantities in 
which the industry must now think 
and plan, he pointed out, have reached 
such magnitude that any blueprints for 
expansion must go all the way back to 
the basic raw materials. “No longer 
can any substantial increase be ob- 
tained simply by diverting a little more 
of an industrial chemical from some 
other use to plastics production. Plas- 
tics are now a major claimant for basic 


chemicals and must compete with 
other essential end uses for the avail- 
able supply.” 

But despite their rapid growth, plas- 
tics are still dwarfed by the metals on 
a tonnage basis, Mr. Carman said, so 
even if they were available they could 
make little impression on the short- 
ages of steel and aluminum. He cited 
current plastics production figures as 
totalling about one million tons a year, 
compared with 100 million tons for 
steel. 

“Plastics generally should not be re- 
garded as substitutes,” Mr. Carman 
emphasized, “but as basic engineering 
materials supplementing wood, metal, 
fibers, and ceramics. In many cases 
they are superior to other materials; 
conversely, they make poor substitutes 
if improperly used.” 

As an example of misdirected enthu- 
siasm for tre use of plastics as substi- 
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thrice welcome ! 


... 1s the man who delivers the calculator on 
which multiplication is Easier and Faster, with 
Positive Accuracy Control. That means 


Marchant, the only calculator with Push-Button* 


Multiplication, available on both the 
Figuremaster and the low-cost 
Figurematic. Since more than half of all 
calculator work is multiplication, the 
entire office welcomes the calculator 
that saves one step in every 
multiplication problem. The Marchant 
man in your phone book will 
prove this by a demonstration in 
your office. Call him today. 


division begins 


GUIDE TO MODERN FIGURING METHODS 


peceen acm cececeeg 
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NEW AUTOMATIC LINE-UP 
SPEEDS DIVISION. Touch of 
new Division Control automatically 
lines-up dividend and divisor as 


Mail this Coupon with your business letterhead to get our free: 


= MARCHANT 


ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS []! 
MARCHANT CALCULATING MACHINE COMPANY: 


H 
CAKLAND B, CALIFORNIA E2} 
s 


* PUSH-BUTTON MULTIPLICATION 
Touch of « key in this row enters 
multiplier digit POSITIVELY. . . car- 
riage shifts AUTOMATICALLY. . . 
answer appeors SIMULTANEOUSLY 


AMERICA’S FIRST 


tutes, Mr. Carman mentioned a recent 
magazine article which said that a 
new glass fiber polyester plastic con- 
struction was equivalent to  light- 
weight steel in strength and of consid- 
erable interest to the Air Force. “Al- 
though developed for military aircraft, 
the material was touted as capable of 
relieving many home front headaches 
as a substitute for ‘defense-scarce alu- 
minum and light steel.’ 

“Actually, the manufacturers of this 
plastic are unable to obtain sufficient 
material today for the production of 
the items it was especially designed 
for. Use of the material will depend 
entirely on the essentiality of the end 
product, and in the long run it is quite 
possible that aluminum or steel will be 
made available unless some particular 
property of the plastic justilies diver- 
sion of chemicals to permit its pro- 
duction.” 


NOISE ABATEMENT WEEK DUE 


The 12th annual observance of Na- 
tional Noise Abatement Week will be 
held in New York and throughout the 
country, April 15th-2lst. The week is 
the highlight on the year-round, nation- 
wide campaign by the National Noise 
Abatement Council, New York to re- 
duce unnecessary din in streets, fac- 
toris, homes, and offices. 

While many cities and towns have 
anti-noise ordinances, it was pointed out, 
more than a score of large and small 
cities throughout the United States con- 
duct year-long educational campaigns 
against noise and compete for the Coun- 
cil’s achievement awards. 

George W. Handy, of Buffalo, N. Y., 
president of the Council, says that the 
Council’s efforts this year are directed 
toward improvement in the health and 
morale of production workers in the na- 
tion's rearmaient efforts by stressing 
the harmful effects of loud and unneces- 
sary noises, particularly in plants and 
offices. 

“As production increases, more and 
more men and women will be working 
at night and sleeping during the day,” 
Mr. Handy says, “therefore those of us 
who are about in daylight should be par- 
ticularly careful not to disturb their rest 
by creating unnecessary noise. It’s one 
of the little, but important things we can 
do to bolster the morale of the nation.” 

During the last war, the National 
Noise Abatement Council was entirely 
successful in its efforts to decrease noise 
and improve morale of production work- 
ers, Mr. Handy points out. 

City and town governments, chambers 
of commerce, and other civic organiza- 
tions from every part of the country 
have entered their towns in the competi- 
tion for the achievement awards of the 
Council. 


EXECUTIVE OFFICE MOVES 
TO NEW JERSEY 


In the latest example of a shift of 
executive offices to the suburbs, says the 
New York Times, the Fiduciary Man- 
agement, Inc., 40 Wall St., New York, 
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We are equipped to make your unusual sales presentation 


work -- Sales Portfolios - - Presentation Covers - - Sales 


Manuals and Proposal Covers. 


Take your problem to your nearest 
stationer - - our Creative Department 


will make samples to your specificat- 


; 2 Se FOR SALE BY 
ions. 2 STATIONERY STORES 
EVERYWHERE 


hej oe” 


MANUFACTURING 0, ne. | -HASTINGS, MINNESOTA 


NO. 11-11-50 
PRINTED IN U.S. A. 
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Reads like a book, from left to right. 
Grows as needed. 
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has purchased the former Pilsh residence 
at 55 Green Village Rd., Madison, N. J., 
from John W. Cullerton, Jr. 

Fiduciary Management, which is an in- 
vestment trust, tax advisory, and estate 
planning corporation, plans to restore the 
large house before taking occupancy for 
its executive offices and accounting staff. 

Most of the officers of the corpora- 
tion are residents of New Jersey and 
will be freed of commutation problems in 
the shift of executive headquarters. The 
main staff of the organization will re- 
main in large space at the Wall Street 
offices. 


PAID VACATIONS 
BECOME STANDARD 


Paid vacations have become a standard 
feature of jobs in American industry, 
according to a sample survey made last 
July, the peak vacation month, it was 
recently announced by Roy V. Peel, di- 
rector of the Bureau of the Census, De- 
partment of Commerce. 

About 80% of the five and a half mil- 
lion workers on vacation during the week 
ot July 2nd-8th, 1950, received pay from 
their employers. In contrast, only about 
a third of the half-million workers who 
were away from their jobs because of 
illness were paid for the time lost. This 
information was obtained as part of the 
monthly Current Population Survey. 

The extent of paid vacations varied 
considerably among the different indus- 
tries. About nine out of every ten va- 
cationers in mining, public utilities, manu- 
facturing, and trade, received pay. In the 
construction industry, however, only 
about three out of every ten were paid. 

Approximately half of all government 
employees on leave were paid, as many 
school teachers reported themselves on 
unpaid summer vacations If the school 
group is excluded, about 90% of the 
vacationing government employees were 
receiving pay, the Census Bureau survey 
points out. 

Paid sick leave was more frequently 
provided in government service (Federal, 
State, and local), where three-fourths of 
the employees who were absent because 
of illness continued to receive pay, than 
in private industries. In manufacturing 
establishments, only one-fifth of such em- 
ployees were paid, the survey report con- 
cludes. 


WHITNEY URGES CLOSER 
SALES-MANAGEMENT TIES 
Speaking recently at a meeting of 
the Office Executives Association of 
New York, Robert A. Whitney, pres- 
ident of the National Sales Exeutives 
Club pointed out the necessity of closer 
cooperation between office management 
and the men who do the actual selling. 
“T think that we in sales and you 
people in management don’t get to- 
gether often enough and I think we 
have to,” Mr. Whitney declared. “I 
think I was going to say it’s up to the 
sales executive but I think it’s just as 
much up to you because today in 
American scientific management, there 
is no place for competition between 
departments.” (To page 22) 


April, 1951 


etandare Reg! 


erwork Simplification 


rea 


Stock withdrawals are recorded with positive accuracy. AUTOMATIC UNE 
Stock clerks, issuing parts to production, handwrite a tab- 
ulating card . . . and identical delivery tickets—as one 
form.* That’s only one idea—Standard’s Representatives 
today offer you specialized information and techniques . . . 
a basic plan . . . to break down your control problem— J! 
and simplify the key record systems: 


A. Develop the best procedure. A Receiving, Stores Issue, 
Production, Move Order . . . any such record system 
. . . Should operate to furnish complete, accurate 
source data quickly, easily. 


DUAL FEED 


B. Simplify the writing method. Modern communications 
and automatic record production can largely elimi- 
nate clerical time as a factor in a certain inventory 
problem—-says a PS. writer.* 


€. Design the most efficient form. South Carolina Mills’ 


three-part Case Tag simplifies warehousing and lo- 
cation of merchandise in stock.* 


BURSTER-IMPRINTERS 
Sign, date, number, 
trim, teor off, stock 
Kant-Slip forms 


*These and other actual system stories are detailed in PS. 
magazine—examples of the methods experience our repre- 
sentative makes available. Write for free copies. The Standard 
Register Company, 4304 Campbell St., Dayton 1, Ohio. 
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(From page 21) 


To effect a greater degree of coop- 
eration between sales and management, 
Mr. Whitney suggests the use of the 
following methods: (1) analyze the 
present office set up with a view to- 
ward further mechanization; (2) 
evolve a program of study and reading 
for office workers so that they can pre- 
pare for the job ahead; (3) train and 
develop specialists within the organi- 
zation for responsible positions in the 
future; (4) enable all office employees 
to participate in company programs so 
that they will feel they are part of the 
organization, and (5) develop a spirit 
of teamwork between office and sales 
forces. 

Mr. Whitney is an advocate of gov- 
ernment appreciation of the job better 
distribution and selling might do to 
help solve world economic conditions. 


DEVELOPING EXECUTIVES A 
MAJOR PROBLEM 


The urgent need for executive de- 
velopment as part of the personnel 
function in every company, according 
to Jackson Martindell, president of the 


_American Institute of Management, 


New York, is witnessed by the fact 
that the average age of company pres- 
idents has risen five years during the 
past twenty. 

Speaking recently at the Conference 
on Industrial Personnel at Columbia 
University, Mr. Martindell said that a 
recent analysis of publicly-owned cor- 
porations deemed “excellently man- 
aged” by the Institute showed that 
77 percent of the presidents are be- 
tween the ages of 50 and 70, the aver- 
age being 58 years. 

“More significant still,” the speaker 
commented, “is the fact that the aver- 
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age age of the senior executive group 
is advancing even more rapidly than 
that of the president alone.” 

“The growth and development of the 
executive and potential executive group 
is the only means by which the quality 
of management can be maintained and 
improved,” Mr. Martindell added. “Al- 
though substantial progress has been 
made in training middle and lower 
managements, adequate development 
at the executive level is in its infancy. 
One reason for this lack of progress is 
that most companies are not sufficient- 
ly staffed to allow executives to attend 
courses and participate in outside ac- 
tivities. New techniques are needed 
which will stimulate development and 
still conserve valuable time. 

“Fostering executive development is 
probably the least clearly defined and 
most difficult problem of the personnel 
manager. Many top managers whose 
attitude toward the subject used to be 
derisive, have since reversed them- 
selves and now are enthusiastically be- 


, hind such programs. In some cases, 


the untimely loss of key personnel left 
the company without replacements, 
and led to this change in policy. 

“Compulsory retirement at a de- 
scending age level is one of the major 
factors which obstruct executive de- 
velopment,” says the Institute presi- 
dent. “With presidents averaging 58 
years of age,” he said, “and with re- 
tirement setting in at age 60 or 65, the 
supply of capable administrators is 
bound to decrease unless ways are 
found to develop younger men for 
high positions. In addition, many pen- 
sion plans militate against bringing in 
outsiders. High income taxes also dis- 
courage miny people from accepting 
increased responsibility, by taking 
away incentive.” 


INTEREST INCREASING 


Only one out of ten of the com- 
panies on the American Institute of 


| Management’s list of “excellently man- 


aged” companies employ a formalized 
approach to executive development,” 
the president says. “However,” he 


| adds, “seven out of ten now indicate 


an interest in the subject and are for- 
mulating plans for such an effort. 
“The subject is one to which the as- 
tute personnel director will devote sub- 
stantial time and attention,” Mr. Mar- 
tindell continued. “Top management 
should be encouraged to go along, at 
every opportunity. The personnel di- 
rector should induce the chief execu- 
tive and the board of directors to ap- 
prove a definite, specific program for 
developing administrative personnel. 
In addition, company personnel policies 
which affect executive development di- 
rectly or indirectly should be reviewed. 
Those which exert a ‘drag’ on ad- 
vancement to the highest echelons 
should be revised or eliminated.” 
Raising the status of the personnel 
director is another way to encourage 
executive development, Mr. Martindell 
concluded. “Today, less than one- 
fourth of the personnel directors of 
leading companies could be considered 
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So they COST more... 


Here are 2 ways you can help them PRODUCE more 


Be your own “efficiency expert” with this handy 
WORK SIMPLIFICATION KIT. 


There’s not much you can do about rising clerical 
salaries. But you are still to the good if each of 
your workers produces more —and there’s a great 
deal you can do about that. 

One sure way to save steps, cut out waste motion, 
and increase productive effort in any office is to use 
the Work Simplification Kit shown below. The Kit 
includes a plastic Office Planning Template, also 
500 Process Analysis Work Sheets, and instruction 
manuals for both. The cost? It’s nominal —hardly 
more than a good pencil sharpener. Mail the cou- 
pon today for literature. 


Call on Remington Rand's experience through 
the Business Services Department. 


Greater productivity, substantial reductions in office 
overhead are attained almost daily by firms in all 
fields who consult our Business Services Depart- 
ment. This department studies your record-keeping 
methods, makes detailed recommendations for basic 
improvements, supplies trained personnel, if you 
need them, for installing new systems. The Business 
Services Department directs 6 distinct divisions: 
Analysis; Installation; Management Engineering; 
Photo Records Contract, Commodity Classification, 
and Punched-Card Record Services. For full infor- 
mation, mail the coupon today. 


Remington. Fkand. 


Management Controls Division, Room 10921 
315 Fourth Ave., New York 10, N. Y. 


Yes, I would like full information on 


0 Work Simplification Kit [ Business Services 
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SHORTEST 


DISTANCE 
between 


Today Business and Industry are faced 
with the necessity of supplying more pro- 
duction, faster, more efficient service — 
in spite of manpower and material short- 
ages!...It means that every department 
—every executive — must operate at peak 
efficiency. 


SAVE MANPOWER 


SELECT-O-PHONE helps companies to 
get the most service out of every man 
employed. Yet SELECT-O-PHONE requires 
no operating personnel— it is automatic! 
It saves time, saves steps, saves errors! 


SPEED PRODUCTION 


SELECT-O-PHONE has definitely proved 
its worth in cutting costs and increasing 
production for thousands of users from 
coast to coast! It saves time, saves steps, 
saves errors! 


EXPEDITE ORDERS 


SELECT-O-PHONE helps increase ma- 
terial flow—helps get materials dis- 
tributed, helps get finished products 
shipped after they have been made. It 
saves time, saves steps, saves errors! 


TAKE THE LOAD OFF OF 
YOUR SWITCHBOARD 


SELECT-O-PHONE is independent of your 
city telephone system—has no connec- 
tion with your switchboard. It permits 
you to talk privately—and instantly — 
to from one to fifty-five stations, either 
individually or collectively. It turns ideas 
into action! . . . GET THE FACTS! SEND 
THE COUPON BELOW TODAY FOR IN- 
FORMATION THAT WILL OPEN YOUR 


KELLOGG 
Select 9-Phone 


THE /S/0€ VOICE OF BUSINESS 


it a Peer a ee ee 


1 SELECT-O-PHONE Division, Dept. 17-D \ 
§ KELLOGG SWITCHBOARD AND SUPPLY COMPANY i 
§ 6650 S. Cicero Ave., Chicago, Illinois. \ 
| Please send me information as to how SELECT-O- 1 
| PHONE will sove time, save steps, save errors! ' 
: Nome 1 
1 Firm y 
i ' 
1 Street. 1 
; City. Zone. State. - 
beeowmen ew eee ee @ eee @ @ o@ 


= 


a part of top management,” he said. 
“The higher the personnel director 
goes in the organization structure, the 
more effectively he can influence the 
growth and development of executive 
and managerial personnel.” 


NOMA CONFERENCE READIED 


Meeting the problems that confront 
every business organization as the re- 
sult of the defense mobilization will 
be the continuing theme of this year’s 
international conference of the Na- 
tional Office Management Association. 

The conference, which will be at- 
tended by members from every state in 
the Union and every province in Can- 


~ 


Senator Karl £. Mundt, guest NOMA 
speaker 


ada, will be held May 20th-23rd at the 
Commodore Hotel, New York. The 
equipment exposition will be housed in 
the 7lst Regimental Armory, within 
walking distance of the Commodore. 


Progress thus far shows this event 
(the 33rd) to be the most ambitious 
ever undertaken by NOMA, and the 
response from exhibitors and from 
those who will attend has been most 
enthusiastic, according to H. J. Brog- 
ley, Johnson & Johnson, New Bruns- 
wick, N. J., chairman of the Confer- 
ences and Expositions Committee. 

NOMA is cooperating with the Oi- 
fice Equipment Manufacturers Insti- 
tute, the Metal Business Equipment 
Industry, and the Wood Office Furni- 
ture Institute to bring to its members 
and guests and to the general public 
what should be “the largest and most 
diversified business show ever held in 
this country or Canada.” 

Senator Karl E. Mundt of South Da- 
kota, whose career not only has in- 
cluded college teaching but top busi- 
ness and management experience, will 
be the first featured speaker when the 
conference opens on Monday, May 
21st, in the Commodore’s Grand Ball- 
room. 

Other prominent speakers will in- 
clude Dr. Lillian M. Gilbreth, Dwight 
W. Davis, Dr. Alfred Cardall, Allen 
Mogensen, and Lee Whitson. 

The conference committee has ar- 
ranged schedules so that visitors will 
be allowed plenty of time to visit the 
equipment exhibits. 

The 7lst Regiment Armory, which 
will house the exhibit part of the con- 
vention, is one of the most famous 
halls in the country. 


office 


_ your desk is the heart of your 


BE SURE! ... . BEFORE YOU BUY 


From your desk pumps a 


Increase Office Efficiency . . 
Send ten cents for Imperial’s 
Office Planning Guide —a 
complete kit with floor plans, 
cut-outs, and planning advice. 
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steady flow of paper that main- 
tains your entire organization. If that flow should slacken or be 
temporarily halted, your business would falter somewhere—in 
sales, in purchasing, in shipping. For this reason you owe it to 
yourself to equip your office with the most efficient working tools 
available—Imperial office furniture. Imperial office furniture is 
built in a variety of styles and price ranges . . . but all embody 
the famous Imperial features that make your work easier. Stop 
in today at your Imperial dealer—just see what he has to offer you. 


J 
| imperial 
desk company 
EVANSVILLE 7, INDIANA 
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_— How By combining the flexibility of punched cards with the ver- 

a satility of electronic tubes, IBM Accounting has developed 

i " more speed .. . greater ability to do the complete accounting 

job. Now it turns out regular work faster . . . prepares re- 

Ei LE CT R ON. / C ports, records, and analyses never before available . . . quickly 
and economically. 


e Experience has shown thousands of businessmen that IBM 
Accou nting Punched Card Accounting is the best way to process account- 
ing data... to produce the day-to-day records that business re- 
° ° quires. IBM’s combination of electronic accounting machines 
IS Working and punched cards brings the advantages of both to every 
industry, whether it be banking, brokerage, distribution, in- 
surance, meat packing, petroleum, railroad, or any other. 


for Business 


One of IBM’s electronic machines is the Electronic Calcu- 
lating Punch, pictured above. The continuous practical ap- 
plication of electronics to quantity-produced IBM machines 
is resulting in reduced costs to business . . . better service 


and better products. 


IB M INTERNATIONAL BUSINESS MACHINES CORPORATION 
— 590 Madison Avenue, New York 22, N. Y. 
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Standard Practice 


Instructions and 
V Job Descriptions 


... produced with 
die-impressed mimeograph 
stencils at great savings 


For Standard Practice Instruction, 
Job Descriptions, and countless 
other forms, A. B. Dick die-im- 
pressed mimeograph stencils can 
slash your printing costs, speed 
handling, and make your produc- 
tion of paper work easier. 


Die-impressed stencils may be 
ordered with your own form or 
heading pre-stencilized. You add 
variable information, then mimeo- 
graph both form and added data 
at the same time on blank paper. 

Systems forms for production, 
shipping and receiving, billing and 
invoicing, etc. are only a few of the 
uses for die-impressed time and 
money savers. All mimeographed 
copies are sharp, black-on-white, 
with permanent legibility. 

And with A. B. Dick mimeo- 
graphs you get productidn speeds 
up to 180 copies a minute. There 
are 8 models to choose from to fit 
your need and budget. All are for 
use with all makes of suitable 
stencil duplicating products. 

Send the coupon below for samples 
of die-impressed forms and full 
information. 


PPMmosasnsesossnesssesa, 
A. B. DICK COMPANY, Dept. OM-45/ 


5700 W. Touhy Ave., Chicago 31, Ill. 


Please send me [J FREE samples and 
information on die-impressed forms 
© FREE information on A. B. Dick 
mimeographs. 


Name 


Organizotion__.__ 


Addre 


City State 
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NEW YORK UNEMPLOYMENT 
CLAIMS DOWN 


The expanding volume of business ac- 
tivity since the beginning of Korean hos- 
tilities has been reflected in a decrease of 
more than 50% in the number of un- 
employment insurance claims in New 
York City, Industrial Commissioner Ed- 
ward Corsi, reported recently. 

During the week ending February 
23rd, the number of persons filing for 
benefits was 132,783, in contrast to 298,- 
000 at the time the United States be- 
came involved in Korea. This also 
marked the seventh consecutive week in 
which the number of local claims have 
dropped, the report indicated. 

“An upswing in civilian goods produc- 
tion, which had started even before the 
Korean intervention and increased more 
rapidly afterward, was primarily respon- 
sible for the drop in unemployment,” 
Commissioner Corsi stated. “In smaller 
degree, the expansion of defense produc- 
tion contributed to the improving em- 
ployment picture in the city.” 

Commissioner Corsi pointed out that 
the claims total was also reduced as a 
result of benefit exhaustions and disquali- 
fications after claim filings. 


BUSINESS IN AN ARSENAL 
DEMOCRACY 


A conference on Business in an Ar- 
senal Democracy, sponsored by New 
York University, will be held April 
23rd at the Hotel New Yorker, New 
York, Dean Paul A. McGhee an- 
nounces. 

Given by the University’s Division 
of General Education in association 
with the Graduate School of Business 
Administration, the conference is be- 
ing offered to help businessmen solve 
problems growing out of the current 
defense economy. 

Citing the similarity of conditions 
today with those of the early years of 
World War II, Dean McGhee says: 
“Our economy has become increasing- 
ly geared to our being once again the 
‘arsenal of democracy.’ 

“To a large degree the problems of 
supply, marketing, meeting govern- 
ment orders and financial credit,’ Dean 
McGhee explains, “are again prev- 
alent as they were about a decade ago. 
With this in mind, the conference is 
intended to assist business in the ne- 
cessary adjustments to the special con- 
ditions of this period.” 

Among those who will speak on the 
one-day program will be H. B. McCoy, 
deputy director of the National Pro- 
duction Authority; Howard Coonley, 
chairman of the Conservation Coordi- 
nating Committee, Defense Production 
Administration; Joseph Kolodny, 
chairman of the Wholesale Advisory 
Committee, U. S. Department of Com- 
merce; T. L. Karsten, special assistant 
to the director, Office of Price Stabili- 
zation, and Schuyler Hopper, president 
of Schuyler Hopper Industrial Adver- 
tising Agency and Marketing Counsel- 
lors. 


(To page 27) 


Mound the wold 


with the Sheppard 
AIR MAIL ENVELOPE 


pord 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass 


lingual 


Write today for Free Progress Folder. Only 
Sheppard has Mint-E-Seal flavor flaps. 


SINGIN’ THE 
TYPESETTING BLUES ? 


1420 ROSCOE ST. 


We're not... because we set this whole ad with- 
out metal type! You, too, can put the damper on 
deadline dithers with slick-as-a-whistle FOTO- 
TYPE. Anyone can set up to 15 characters per 
minute right at their desk. Die-cut letters slide 
into aligning composing stick--ready for layout 
and reproduction. Nothing else like it! 


Catalog free! 
/ Fofolye: 7 


CHICAGO 13 
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(From page 26) 

Further information regarding the 
conference can be obtained from 
Henry Sellin, Division of General Ed- 
ucation, New York University, Wash- 
ington Square, New York. 


DESK-TOP COPYMAKER 
ANNOUNCED 


A desk-top copymaker, designed for 
use with the Polaroid Land Camera, 
has been introduced by the Polaroid 
Corp., Cambridge, Mass. 

The device turns out dry, finished 
copies of documents, letters, sketches, 
drawings, or photographs 60 seconds 
after the shutter of the camera is 
snapped. It is also claimed to make 
sharp close-up photographs of machine 
parts and other objects up to 11 x 14 
inches. 

The unit is completely — self-con- 
tained, ready for action on desk-top or 
table when it is plugged into an AC 
outlet. It is easily carried, very much 
resembling an overnight bag. 

The case of the copymaker opens to 
form a rigid support for the camera 
and the object to be copied. A door in 
the top opens to provide a vertical 
mount for holding the standard Model 
95 camera in a vertical position. 

To make a copy, operator places the 
letter or object on a movable platform; 
a simple scale tells where to set the 
platform to get all the document into 
the picture, what camera setting to 
use and which close-up lens to use for 
the proper magnification. Lenses are 
included in the outfit. 

Camera is operated in the exact 
same way when making copies as in 
taking regular pictures. Pictures are 
3% x 4% inches. The camera turns out 
the finished photograph 60 seconds af- 
ter the shot is made. There are no 
tanks or liquids, the copy comes out 
of the back of the camera, dry and 
ready for immediate use. 

The operator does not even have to 
keep count of developing time. A built- 
in timer on the side of the case shows 
when the necessary minute has gone 
by. 

Special lighting eliminates reflections 
from the shiny surface of paper and 
sharpens the contrast of material being 
photographed. A Polaroid filter is built 
into the window of the camera. An- 
other Polaroid filter covers the ring- 
type fluorescent lamp housed in the 
top of the copymaker. Positioning of 
the light source assures uni. «m illu- 
mination over the subject at vhatever 
distance it is placed from t}.. camera 
lens. Double polarization of the light— 
at the source and at the camera lens— 
eliminates all trace of shine or reflec- 
tion from glossy paper surfaces or 
shiny pencil lines in documents to be 
copied. 

The Polaroid Corp's. engineers de- 
liberately designed the unit for oper- 
ation by unskilled personnel in busi- 
ness organizations, libraries, labora- 
tories and others who need copies 
without the usual delays of darkroom 
processing. (Copies of business letters, 


April, 1951 


made by the device, at about one-quar- 

ter actual size, are clearly legible, the 

company says). 

BURROUGHS’ DEFENSE PLANS 
TOLD 


Preparations for defense mobiliza- 
tion, new developments in the field of 
electronics, and expanded export oper- 
ations were outlined in the annual re- 
port of the Burroughs Adding Machine 
Co., Detroit, mailed to stockholders 
and employees recently. 

“Burroughs’ principal defense  as- 
signment,” the report states, “is to 
make precision instruments including 
a new type gun-bomb-rocket sight for 
military aircraft. Actual production on 
some defense orders was underway by 
the end of the year, others were being 
tooled, and still others were in various 
stages of negotiation. 


“A new type of high speed electronic 
information processing equipment com- 
pleted in the company’s Philadelphia 
laboratory in 1950, is now being fur- 
nished to the armed forces. In addi- 
tion, other phases of the Burroughs 
electronics investigations are being ap- 
plied wherever possible to the defense 
program. 

“To prepare for mobilization, the 
company also had to anticipate a high 
level of both civilian and military de- 
mand for its regular line of equipment 
to handle the larger volume of office 
work required by the mobilization pro- 
gram. 

“Increasing demand for regular 
products and the introduction of de- 
fense work resulted in a 31 percent in- 
crease in the company’s production 
employment in the United States dur- 
ing 1950.” 


You can definitely improve 
the effectiveness of your 
catal tations and 


gs, pr 
reports with colorful, handsome 
GBC plastic binding. 


NOW YOU CAN DO 


plastic binding 


THIS MODERN... 
LOW-COST WAY 


Right in your own office ... NEW GBC 


plastic binding equipment* binds all sizes 
of loose sheets into attention-compelling, 
easy-to-use booklets . . . in a matter of 
seconds. Adds color, prestige, utility! 


Every page turns smoothly . . . lies perfectly 
flat. Saves more than 50% over old-fashioned 


fastener-type covers. Anyone in your office 
can easily operate this portable equipment. 
Thousands of enthusiastic users! Send 
coupon below for complete details. 


Special trial offer! Try this low-cost — 

equipment in your own office or plant. It is 
UNCONDITIONALLY GUARANTEED 
to be satisfactory in all ways. 


COMPLETE EQUIPMENT COSTS LESS THAN A TYPEWRITER 


power equipment. 


PUNCHING MACHINE (left): Fast...easy to operate. Simply insert 
paper and press down handle. BINDING MACHINE (right): Opens 
plastic rings mechanically. Place sheets on open rings. Close and 
remove finished book. Both 12- and 16-inch table models...also 


ght Li7 
x ‘— 
= % 
‘4 % Mail Coupon for SAMPLES and FREE TRIAL OFFER 
%, . ° 1 General Binding Corporation, Dept. OM-4 1 
eat 1 © 810 W. Belmont Ave., Chicago 14, Ill. ' 
indin . Ple d me Bulletin 1200 describing your new § 
General B s : Seana onsale GBC plastic binding equipment... § 
Corporation H also 2 handy memo books bound this modern way. f 
1 Tell me how | can try this eq t without obligati 1 
World's largest producers of 1 1 
plastic bindings 1 Name 1 
and plastic binding equipment : Comp H 
Chicago 14, Illinois ' Addre : 
City Zone State n 
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*Patents Pending 
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Now more 


than ever... 


That’s why the big 


demand continues to be for 


‘ime 2614" of clear filing space in each drawer of this Steel Age Grade “‘A”’ file 
provides plenty of room for the fast, efficient filing these days require. 
Each roomy drawer is mounted on smooth-gliding, fully progressive, ball 
bearing suspensions to instantly bring any part of a fully loaded drawer 
to your finger tips. Best of all, you can be sure this Steel Age file 
will continue to operate smoothly in the years to come. All Steel Age 
filing cabinets are made with heavy-gauge steel in a rigid, all-welded 


ladder-type construction to withstand extra years of hard use that busy 
times like these require. That’s why office people from coast to coast say, 


**Buy Steel Age and you buy the best in office furniture!” 


CORRY—JAMESTOWN 
_ MANUFACTURING CORPORATION « CORRY, PA 
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| Management 


AND EQUIPMENT 


EDITORIAL 


Where’s the male secretary? 


or 


April, 1951 


ee ee 


THERE must have been many office people who looked with especial interest 
at a recent photograph in the papers showing President Truman dictating to a 
male member of the United States Navy. To many it must have recalled the 
fact that once upon a time the handling of secretarial work was very much in 
the hands of men. What's become of the male secretary? We do not mean to 
imply that they are by any means extinct, but they are very much the exception 
today, rather than the rule. 

Now that good feminine secretaries are getting scarce, it might be a good 
time to think of ways and means of getting young men into this occupation. 
Right now young men are considered more as military material than as office 
material but we can take a long-term view of the matter. 

It used to be frequently that the path to a good executive position lay 
straight before the young man who had got himself a position as secretary to 
an executive. Many of the presidents and chairmen of the board in the business 
world today got their start in a secretarial job. 

Men are more apt than women to make business a career. The transitory 
nature of a good girl secretary is one of the tragedies of every business office. 
Women think of work as an incident along the road to marriage—and who 
blames them for doing so? Executives therefore see no point in giving much 
in the way of training to their girl secretaries, beyond the requirements of the 
secretarial job. In the case of a male secretary, it might well be another story. 
In an earlier day, executives looked upon their male secretaries as potential 
executives on whom they could unload more and more of their own executive 
duties, eventually making the secretary an executive himself. 

A good secretarial job pays well these days—well enough to. make the job 
definitely attractive to the capable young man coming out of school who finds 
little in today’s offices for him but routine clerical work. But it is his sister, and 
not he, who has learned stenography in the present scheme of things. With the 
prospect of a good salary, pleasant and important work, and above all the pros- 


pect for advancement to a still more important job, he might have equipped ‘ 
himself for secretarial work! 


Schools and offices—attention! 
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PUNCHED CARD SYSTEMS 


By W. P. LIVINGSTON 
Assistant Vice President 
Bankers Trust Company, New York 


First of three articles. Second will appear in May issue. 


INTRODUCTION 


Costs of clerical work today are of such proportions 
that decisions relating to office work methods are now 
major in importance. An ever-increasing demand for 
higher education is producing a generation in which 
dull paper shuffling jobs will go begging. We have 
reached a point where repetitive work will be done 
only at a wage premium. 

A small intelligent staff of specialists with punched 
card accounting machines can produce in an office 
today what would have taken a room full of clerks 
iwenty years ago. In view of the ever-increasing paper 
work demanded of all organizations, a way of stabiliz- 
ing costs is of great importance. 

The rapid growth of punched card accounting and 
the use of cards as documents is producing a new 
communication system. Its effect will be felt more 
and more as further understanding develops of how 
the cards can be used.—W. P. L. 


I. A Mernop oF COMMUNICATION 
A REVOLUTION in office clerical procedure has 
been developing quietly for two decades. Some busi- 
nessmen are fully aware of what has been taking 
place. Others have sensed what has been happening 
without knowing much about it. “Today the move- 


W. P. Livingston 
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ment is bursting with technological advances many of 
which were conceived during the World War II 
period when execution was not possible. Modern 
office chatter would lead an uneducated listener to 
believe that he was in an electronic research labora- 
tory. This revolution is being accomplished through 
one common denominator—a punched card. 


This 34 x 7% inch card, spattered with holes, 
demands attention as more and more frequently it 


ABOUT THE AUTHOR 
HANDLING millions of checks as well 


as billions of dollars in pension funds 
is routine for Bankers Trust Company 
in New York. Back of the scenes, how- 
ever, are men who think continually in 
engineering concepts not only how to 
lower costs but how to provide sound 
procedures which will really work when 
the going gets rough. 


Head of the centralized tabulating 
department as well as the Bank’s 
punched card systems and methods, 
W. P. Livingston lives in no ivory tower; 
lets a shrewd Yankee common sense, 
inherited from New England forebears, 
control every decision. In the last few 
years of his twenty-one with Bankers 
Trust Company, he has become an au- 
thority on punched card checks and 
mark sensing applications, forming with 
the Bank’s group of experts one of the 
finest departments of its kind in exist- 
ence. Executives and systems men all 
over the world consider Bankers Trust 
a “must” on their visits to New York. 


Realizing the significance of punched 
ecard procedures in today’s rising de- 
mands for more and more reports, Mr. 
Livingston has sensed accurately the 
necessity for top management to com- 
prehend the theory of this work which 
is taking the form of an office revolu- 
tion. These articles are the result of his 
philosophizing. A graduate of Williams 
College, his wide interests embrace 
Treasurership of Henry Street Settle- 
ment as well as many civic offices in his 
home town of Scarsdale, N. Y. 
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IN THE MODERN OFFICE 


Bringing executives up to date on efficient application 


of punched card techniques to our expanding office needs 


appears in our mail boxes or on our desks. The card 
may be plain in appearance or printed in an attractive 
design utilizing colors. It serves as an income tax 
form, a check, a bill, a proxy, or almost any type of 
notice. Millions are being printed and punched every 
month. 

Where did punched cards originate and what is the 
justification for them? If the card you are looking at 
has rectangular holes, it is a highly engineered prod- 
uct stemming from a simple form first used in the 
i8go census. Printed and cut from rolls of card stock 
in factories at high speed and relatively low cost, the 
card can be punched in several different ways, one of 
which is from the mark of a lowly pencil. 

Like your player-piano, except that electrical con- 
tact takes the place of air suction, mechanisms can be 
activated from holes in the punched card. There are 
types of machines for various functions, many of them 
a common sight now in offices using the special sys- 
tems developed around this equipment. 

It is of great significance to experts in direct mail 
appeal that when you receive a punched card you 
heed the notice more than if the message were on 
paper. You read it, carry out its instructions and 
behave in general as if it were a precious document. 
This is one of the reasons why the card no longer 
hides in an office file cabinet after recording itself on 
a paper counterpart for public consumption. Today 
it dons its Sunday best and goes out and does the 
job itself. And it does the job better. 

One rapidly increasing use of punched cards is 
found in the field of bank checks. Today they circu- 
late by the millions, issued by government and mu- 
nicipal agencies, banks and corporations. They per- 
form all the purposes required of checks, forecasting 
the time when all checks will be drawn as standard 
card documents. Checks are, of course, a communica- 
tion system of money and through the medium of 
punched cards will eventually be handled manually 
only by the cashing bank. As completed documents 
they will then clear automatically through Federal 
Reserve banks to the banks of payment where they 
will be posted automatically and eventually returned 
to the issuers through the medium of punched card 
accounting. 


Il. THe CHALLENGE OF A NEW SYSTEM 


Growing from millions a year to tens of billions 
at the present time, the plain card with its sisters, 
brothers and cousins in fancy clothes has developed 
from an insignificant census enumerator into a carrier 
ot startling possibilities. It is a new giant striding in 
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Reviewing security asset cards for pensi ace t 


the communication field of our modern business 
world. 

During the last fifty years various types of office 
equipment have facilitated the accomplishment of 
daily routine, but office procedures in general have 
not been radically changed. Newer models or addi- 
tional equipment will generally provide a way of 
improving almost any operation but the alert think- 
ing executive is no more satisfied with refinements of 
the status quo than he is with the status quo itself. 

The modern executive has trained himself to think 
objectively and to weigh with an open mind all 
methods whether old or new. Such an evaluation will 
disclose that there are many ways to accomplish a pur- 
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Some of the plain punched card’s fancy relatives 


pose but in the case of clerical work, there is only one 
completely different way. 

This different way of performing work is the 
punched card system. It presents a challenge to execu- 
tives because it is different and because it is relatively 
new. Its significance moreover is high-lighted if the 
feeling is present that white collar work is relatively 
unimportant and is not entitled to the same careful 
planning given to an assembly line. Actually the 
executive willing to use new tools, accept new time 
schedules and adjust himself to new media, discovers 
in punched card systems an appeal which attracts the 
best engineering minds. An analysis of why this 
appeal is present discloses that punched card methods 
are dynamic, flexible and provocative. They give 
rise to a new concept of office work. 


OFFICE MANAGEMENT AND EQUIPMENT 


The punched card concept is that a low-priced 
standardized document easily read by the average per- 
son can contain within itself a means to make high 
speed machinery automatically accomplish the re- 
quirements of accounting and reporting. 

Since this definition does not include how to do it, 
we should not be misled into thinking that the system 
is entirely prefabricated. There can be a great deal of 
confusion surrounding a discussion, to say nothing of 
the use, of this new method of communication that is 
not dispelled by its characteristic of great flexibility. 
Several solutions can be found in any punched card 
study of clerical procedure, any one of which may 
work well, but since there is usually “one best way” 
the burden of decision is thrown on management's 
“know-how.” (To page 64) 
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One of the nation’s newer office structures—First National Bank 
Building, Tulsa, Okla. 


Planning for the 1951 


“Office of the 


ONCE AGAIN, Office Management and Equipment 
has set in motion the machinery to determine what, 
in the opinion of those best qualified to have a pro- 
fessional judgment, are the best offices constructed or 
remodeled in the United States in the twelve months 
ending June goth. 

The establishment last year of the “Office of the 
Year” Awards by this magazine has aroused intense 
interest among office owners, office planners, and office 
users everywhere. The idea was widely commended 
of having this magazine for office executives serve as 
the medium for collecting authoritative opinion on 
the comparative merits of new offices, with a view to 
spotlighting for the benefit of all office people those 
offices outstanding in design and layout. There is 
every reason to believe that the annual repetition of 
these Awards will serve, as intended, to sharpen inter- 
est in the highest standards of design, layout, and 
equipment in offices throughout the nation. 

In determining upon the winners of the 1950 
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Year” Awards 


Awards and Honorable Mentions, Office Management 
and Equipment’s opinion poll was concentrated on 
members of the American Institute of Architects 
known for their office work, and members of the Asso- 
ciation of Consulting Management Engineers espe- 
cially interested in office problems. This year, to 
broaden the poll and to give adequate recognition 
to the important decorative factor in office planning, 
professional decorators specializing in office work will 
be included in the poll. 

Although the building of new offices is currently 
limited by the NPA construction order, many new 
offices had been built in the United States before the 
order went into effect, and construction had been 
started on many others, which are thus outside of the 
NPA limitation. So that there is plenty of material 
for the professional people involved in this poll to 
exercise their critical faculties on! 

The 1951 Awards will cover the period from July 1, 
1950 to June go, 1951. 
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disaster protection 


program 


By GRACE BUCKLEY 


EACH WEEK, in one of the fifteen buildings of New 
York’s Rockefeller Center, a quarter-hour air raid 
drill, conducted with all possible realism, including 
simulated fires, calls for medical aid, and other plausi- 
ble emergencies, tests the efficiency of civil defense 
equipment and personnel, the latter including more 
than 1,000 qualified volunteers chosen from the 
Center’s 32,000 tenant population. 

Results of the tests have been satisfying, with evacu- 
ation of personnel and transients to shelter areas com- 
pleted within two or three minutes, and first aid, fire 
fighting, and other emergency units carrying out their 
assignments efhiciently in this great concentration of 
offices. 

Such realistic dramatization of a possible disaster 
is considered the best means of making cool reactions 
routine and preventing panic, always the major cause 
of loss of life in mass catastrophes. As the Center's 
population of 32,000 is becoming familiar with all 
phases of its comprehensive civilian defense program, 
interest and cooperation have replaced the occasional 
attitude of nonchalance and facetiousness that was 
sometimes apparent when such preparations were first 
mentioned. This is considered a result of the inten- 
sive study and planning by a six-man civilian defense 
committee that began work last August. 

Knowledge and training underlie the effective func- 
tioning of the program. ‘Tenant personnel as well as 
civilian defense volunteers were invited to. special 
showings of the film, “Pattern for Survival,” held at 
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During drill, air raid wardens escort people in the public 
areas of Rockefeller Center buildings to shelter areas 


the Center Theatre, and more than 30,000 copies of 
the booklet, You and the Atomic Bomb, have been 
distributed to tenant personnel. Instruction sheets on 
organizational procedure have been issued to all 
building and floor wardens who have attended train- 
ing meetings and special classes in fire fighting tech- 
niques. The Center's operating personnel, electri- 
cians, carpenters, mechanics, and so on, have been 
specially instructed and given specific civilian defense 
assignments. 

When the alarm gong sounds for a test, theory is 
put into practice on the split second. Building ward- 
ens rush to their headquarters’ posts, usually located 
on the street level. Floor wardens supervise evacua- 
tion of personnel from offices to previously specified 
shelter areas on the various floors. 
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at ROCKEFELLER CENTER 


New York’s great midtown concentration of office buildings 


activates detailed plan for minimizing results of bomb attack 


First aid is given “victim” in air raid drill. Right, at 
control board from which program is directed. 


To reduce hazards, personnel on the upper five 
floors of the buildings are evacuated to lower floors, 
fifteenth floor tenants going to the tenth floor, those 
on the fourteenth to the ninth, and so on. Shopkeep- 
ers, their customers, personnel, and transients on the 
street level follow signs or are guided to shelter areas 
in the Concourse level just below. Sub-basements are 
not used for shelter, owing to hazards from possible 
flooding or broken steam pipes. 

At the sounding of the alarm, assistant floor ward- 
ens immediately close venetian blinds in offices on 
their floors, as protection against flying glass. Other 
duties include filling porters’ sinks with water, open- 
ing doors to PAX telephone rooms, readying first-aid 
equipment, and opening emergency equipment boxes 
containing shovels, pinch bars, rope, fire axes, water 


buckets, flashlights, and battery-operated lanterns. 
These boxes are distributed to every third floor 
throughout the buildings. 

Each floor warden has four or more assistants, his 
entire team, with first-aid workers, a fire spotter and 
messenger, totaling about ten. 

Clearing point for all civilian defense instructions 
is the control room on the second floor of the RCA 
Building, headquarters for Edwin Fitch, formerly of 
the FBI, now chief of Rockefeller Center's Protection 
and Security Division. He is warden of zone three, 
16th precinct, which the Rockefeller Center develop- 
ment forms in the city’s civilian defense plan. The 
12g-acre, 15-building Rockefeller Center zone is divided 
into five sectors, manned by sector wardens, with 
building wardens, floor wardens, and their assistants 
following down the line of organization. 

During tests, one operator in the control room 
takes emergency calls from building wardens and fire 
spotters over the Center’s internal PAX telephone 
system, while a second man stands by to relay them to 
first-aid teams or fire-fighting squads over Motorola 
handie-talkies. As a result of successful tests, a dozen 
or more of these radio units, providing instantaneous 
communication between various buildings and civil- 
ian defense personnel, are being purchased, subject 
to FCC approval. Central control and transmitter are 
to be located in the control room and hand sets are 
distributed to key building and emergency equipment 
operators. (To page 64) 
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Part of audience at a general session. 


at the Chicago Seminar 


“BETTER MANAGEMENT — 1951” attracted 
crowds to Chicago’s Stevens Hotel February 26th- 
March ist when the Office Management Association 
of Chicago presented its thought-provoking annual 
seminar and office equipment display. There was a 
registration of 538 office executives for the three-day 
conference, co-sponsored by Northwestern University. 
The meetings presented top talent in office manage- 
ment, discussing solutions to business problems. More 
than 22,000 people visited the exhibits of seventy-seven 
leading manufacturers of office equipment and 
supplies. 

A. B. Dick HI, president, A. B. Dick Company, 
Chicago, stressed “across-the-board” job-evaluation 
programs in his keynote address. Mr. Dick believes 
that confining job-evaluation technique to lower 
echelon jobs denies management a necessary tool for 
executive control. The solution of many manage- 
ment problems, he felt, would be immeasurably sim- 
plified if well-defined lines of organization were estab- 
lished and maintained, and if all over-lapping author- 
ities were eliminated. 

Speaking on “Management Planning and Control,” 
Hal E. Nourse, vice-president, United Air Lines, Chi- 
cago, described the tools and techniques in controll- 
ing office production and gauging efficiency in opera- 
tions. He explained better methods for channeling 
communications and providing information to man- 
agement. 

“Top management is responsible for office man- 
agers’ frustration,” Kenneth B. Willett, vice-president 
of Hardware Mutuals, Stevens Point, Wis., and a for- 
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mer NOMA president, told the office managers. “If 
we can point up the way for use of organization 
charts and for including office managers in executive 
meetings it will solve our problems.” 


Mr. Willett asked that office managers do a number 
of things: First, “They must keep a record of what 
they do day in and day out, so that they can begin 
to sort the wheat from the chaflf—give away what can 
be given to others—and prove that they are or are 
not busy in items of importance.” Second, “Office 
managers must take on the task of writing out their 
own job description and take it to their boss for the 
purpose of seeing whether he is in accord with the 
responsibilities that are being assumed, to meet the 
challenge of competitive economy.” 

Waldo Williams, Aldens, Inc., Chicago, said: “If 
you reduce costs through better production, share 
your savings with your employees. . .. Every organiza- 
tion needs an eflective system of controls to achieve a 
smooth, well-oiled team.” 


Mr. Williams advocated incentive systems to en- 
courage greater production and to promote higher 
employee morale. 

“If you post the office worker's efficiency on a unit 
efficiency record and place it on a bulletin board so 
she can compare her performance with other opera- 
tors,” said Mr. Williams, “you eliminate such dis- 
satisfaction as is often heard: ‘I do more work than 
Mary, yet she makes more money.’ This also provides 
a real control and makes possible finger-tip analysis.” 

Mr. Williams contended that without some positive 
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Above: In the exhibition hall of the Stevens Hotel during 
the big office equipment show. 


control, an office is performing at only 40 to 60 per 
cent of the production that should be expected. He 
warned that the office manager should not establish 
the standard because “most of us tend to believe that 
people under our supervision are top producers.” 

Referring to lack of skilled typists, machine opera- 
tors, and other clerical help, he suggested “centralize 
and standardize to utilize unskilled help.” 

“This applies to small offices as well as large. I feel 
there is more lost time and wasted effort in a small 
office than in a large one,” said Mr. Williams. 

Dr. Frank S. Endicott, director of personnel, North- 
western University, called signals as a panel of four 
experts tackled the office manpowc. problem. 

“There is nothing in the forseeable future that 
will reduce the demand for clerical help,” said J. N. 
Hunter, general personnel manager. Illinois Bell ‘Tele- 
phone Co., Chicago. ‘Though women predominate in 
this field, the situation is none the less critical. 

“There are more women working now than in 
1940,” Mr. Hunter pointed out. “They will be harder 
to find for new employment. Besides, women pose a 
terrific turnover problem. The trend is 40%, more 
for them than for men.” 

C. Nelson Wetherell, office manager, Joseph T. 
Ryerson & Sons, Inc., Chicago, offered these sugges- 


April, 1951 


- eT 
~ ae — - 


Harold Dickhut, president of Chicago Office Management 
Association, makes address of weleome 


tions: “Concentrate on better trained supervisors, de- 
skill as many jobs as possible, keep equipment in 
good shape, install incentive plans, replace messengers 
with pneumatic tubes and other conveyor systems.” 
Ernest H. Reed, manager, education and training 
division, International Harvester Co., Chicago, said: 
“It is one of the sad commentaries of our civilization 
that we know more about office equipment, methods 
(To page 66) 
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Haloid Co.’s Foto-Flo in use at Reynolds & Reynolds, Inc., Dayton, Ohio 


Summarizing the new trends 


By KIMBALL DARBY 


Second of two articles. The first appeared in the March issue 


LAST ISSUE, the stencil, spirit, and ‘gelatin dupli- 
cating processes and their contributions to office re- 
production and systems were discussed. Now we come 
to offset, photocopying, continuous contact printing 
(diazo) , and Xerography types of reproduction. 

Offset is commercial lithography transferred to the 
office, and its professional-appearing copies makes it 
not only the dream of most duplicating department 
supervisors but also a must for any large department 
with a variety of volume jobs. 

To print by offset means printing indirectly. The 
copy on the offset master is transferred to a rubber 
blanket which then places the image on the paper. 
The principle is the old one of mutual repulsion of 
oil and water. Moisture applied to the master will be 
repelled by the oil-base ink of the text, leaving the 
text free to accept ink. The moisture on the rest of 
the master repels all ink, leaving the non-text area 
blank. Inked text is picked up by the rubber blanket 
for transfer. Master material is paper, zinc, or alumi- 
num. Master copies are created by typing through a 
special ribbon, carbon paper, or carbon paper ribbon, 
or by writing in pencil or ink. 

Some of the outstanding advantages of offset (in 
some cases shared by other processes) are that correc- 
tions on the master can be made simply, proofreading 
is simple since the master is “right-reading” copy, du- 
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plicated copy is permanent, and master can be repro 
duced from master. 

This last advantage is one of the steps in the meth- 
od of producing telephone company toll rate and 
route information, which is subject to frequent 


IN THIS, the concluding installment of a 
review of duplicating in all its forms, offset 
duplicating, photocopying, and continuous 
contact printing machines and their uses are 
discussed. Last month’s issue of OFFICE MAN- 
AGEMENT AND EQUIPMENT covered stencil, 
spirit, and gelatin machines. 


Five years of peace-time operation have 
brought great advances in the development of 
equipment which has become indispensable to 
the office. With the quickening tempo of our 
defense effort increasing demand for duplicat- 
ing machines and at the same time tending to 
hamper production of them, civilian offices 
will probably not get to enjoy the full benefit 
of the latest innovations as soon as they other- 
wise would. But the duplicating machine indus- 
try can be counted upon to do all that is hu- 
manly possible to meet office demand and 
expectation. 
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Left: Multilith on the job at U. S. Rubber Co., New York; and Charles Bruning Co.’s new Copy flex whiteprinter 


idsn OF FICE DUPLICATING 


Informative discussion of methods and machines utilized 


in offset, photocopying, and continuous contact printing 


changes. ‘he complexity of phone line hookups across 
the country permit many routes for long distance 
calls. The Toll Rate and Route Guide, of which some 
5,200 copies are in use in phone offices around the na- 
tion, is made up of two volumes of more than 1,500 
pages of listings, in addition to other information. Be- 
cause of its cumbersome size it doesn’t lend itself to 
placement with the individual long distance operator. 
When a long distance operator requires toll rate and 
route information, she calls an operator who refers 
to this guide, if she doesn’t have the information in 
her own list of frequently called locations which she 
has on the keyshelf space on her own switchboard. 
With the increase of long distance phoning to a wider 
spread of frequently called localities, Multi-Bulletins 
are now installed at the switchboards of long distance 
phone operators. ‘This type of reference holds many 
more listings than can possibly be held in a one-sheet 
listing laid out on the keyshelf. Long distance calls go 
through faster when the operator can refer to her 
own Multi-Bulletin, instead of calling on the rate and 
route operator for the information. 

These days, when changes are required to be made 
in a toll listing, the job is done at several points with 
Model 1250 Multilith machines. 

Suppose a particular listing has to be changed. The 
master for the bulletin carrying that listing is pulled 
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from the file, the change is made with a Multilith 
eraser, removing only the image deposit from the sur- 


Oil Workers International Union, Denver, Col., uses Rem- 
ington Rand’s Dexigraph for volume copying of documents 
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The Davidson Dual duplicator 


face of the master, The master is then put in an 
electric typewriter, and the listing corrected. The re- 
vised master is then ready to duplicate the revised toll 
bulletin. 

Since the technique is one of perpetual revisions 
and duplicating of large quantities of individual basic 
bulletins as revisions occur, the ability to make mas- 
ters from a master is of obvious value. 

Some of the broad developments in this field have 
been the appearance of a smaller model (the Model 
80 Multilith), the development of the paper master, 
and the simplifying of machine operation. ‘These fac- 
tors all work toward the steadily decreasing cost of 
operation of this type of equipment. 

Addressograph-Multigraph has five models of Multi- 
lith machines which have their application in short 
run, long run, and systems duplicating. The newest 
model, No. 75, represents an improvement over the 
Model 80 by reason of continuous load feed. Included 
in this line is the Model 2066, designed for volume 
production, involving halftones and color work. This 
model accommodates large sheet sizes and gives ac- 
curate registration. 


UNIQUE PROCESS AT MERCK & CO. 

With the Davidson Dual duplicator, made by the 
Davidson Corp., of Chicago, considerable versatility 
of jobs is obtained in that the machine can be con- 
verted from offset to letterpress by removing a few 
rolls and adding a letterpress drum. All told, you can 
reproduce from paper or metal offset plates, as well 
as from electrotypes, type, Linotype slugs and rubber 
plates. 

A Davidson Dual is being used in a unique way at 
Merck & Co., Rahway, N. J., where product names 
and control numbers are being applied each day to 
some 20,000 IBM tabulating cards which they use as 
a means of selecting stock from shelves for shipment 
and billing. 

The cards are maintained in a large tub file system, 
and the information applied by the Davidson also 
serves as a medium for tracing individual elements of 
a batch back to the day it was compounded and 
tested. 

What is away from the ordinary here is that the 
Davidson Dual is used as a direct process, with ink 
being applied to a black hectograph-produced image. 
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The special size Davidson paper masters are typed on 
an IBM Hectowriter, and placed on a Davidson seg- 
ment which is specially designed for this small size. 
The punch cards are fed through and duplicated one 
to each revolution of the drum. An important feature 
is that change from master to master is effected in five 
seconds. Runs vary from perhaps as little as ten up to 
50 cards for a particular product. Some 5,000 cards are 
processed in this way each hour. 

Actually, the paper masters are temporary in their 
use—while a special permanent aluminum master is 
being made. 

While the Davidson has a permanent assignment for 
this work, it could be converted back to its standard 
condition in half an hour. Changes involve (1) a 
special segment built to handle IBM card size, (2) 
blanket is cut so that only a 1-inch area strikes the 
card, acting only as a platen, (3) main ink roll is cut 
down to 1 inch, lining up with the printed area on 
the plate, and (4) suction feed is adjusted down to 
accommodate IBM cards. A previous method of add- 
ing the required information on the punch cards had 
caused jamming as they passed through the tabulating 
equipment. This change-over eliminated the problem. 

Davidson also features the Multiple Davidson Dual, 
two standard Davidson Duals in tandem, with a con- 
veyor between. This conveyor can be adjusted to 
either turn the sheet over before it enters the second 
unit for duplicating on both sides of the paper, or to 
feed the paper same side up for printing a second 


color. 
SIMFLO CONTROL 

One of the most recent advances in offset machine 
development is Addressograph-Multigraph’s Simflo 
Control unit which mechanically controls the balance 
of ink and moisture to be applied to the Multilith 
master. Specifically, the unit is composed of an inte- 
grated series of rubber rollers which transfer the mois- 
ture and the ink. Previously, the necessary balance 
was obtained by adjustments by the operator prior to 
the run. It took an experienced operator to achieve 
such balance which would give the best copies. 

Equally important, Addressograph-Multigraph 
claims that Simflo Control provides density of color 
and uniformity of quality throughout each job, while 
the ink used with the unit, according to AM, makes 
daily clean-up unnecessary. 

Auxiliary machines will again include the electric 
typewriters, and machines like the Ralph C. Coxhead 
Co.’s Varityper, and the Lithotype, made by the Fair- 
child Instrument & Camera Co. These units have 
variable type features allowing varied composition in 
preparing the master. 

Included in the list of accessories might be the cut- 
ters, perforators, etc., used with Addressograph- Multi- 
graph units. While some of these attachments have 
their use in certain systems, the general run of office 
will not miss them. 

The other side of Addressograph-Multigraph’s line 
is of course the Multigraph, which, since it duplicates 
from raised replaceable type, is really a letterpress 
machine. It will take a variety of type faces or rubber 
plates as well as electroplates of photos curved to fit 
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the drum. This machine is pretty much a tool of the 
lettershops, though large duplicating departments are 
pound to have one. There are six models of this type— 
three automatic, and three manually operated. 

Shell Oil Corp., among their uses of this equip- 
ment, imprint covers for special reports. The cover 
carries the Shell emblem with titles which vary from 
report to report. Theirs is the large automatic model, 
having the same type of suction feed as AM’s Multi- 
lith machines. Shell Oil Corp. finds other jobs for the 
Multigraph machine to do. Make-ready with this 
equipment is understandably longer than on any other 
type of office duplicating machine, but the effort can 
be highly rewarding. 


NEW SMALL OFFSET MODEL 


Another development of great significance for the 
future of the offset process is the decision of A. B. 
Dick, manufacturers of stencil duplicators, and Ditto, 
Inc., manufacturers in the hectograph field, to enter 
into the production and distribution of offset ma 
chines and supplies. Both companies are well along 
with their plans, with Ditto, Inc. already launched on 
a program to thoroughly ground their sales statts 
around the country in the process, as well as in the 
specifications and performance qualities of the Ditto 
version of offset. 

Dittolith, as it is called, will probably be a smaller 
offset machine. It is designed to be a table model, and 
will weigh in the neighborhood of 175 pounds. Speed 
of the machine is supposed to be from 4,500 to 9,000 
impressions per hour, with “simple-to-set variable 
speed control” a standard feature. The paper feed ca- 
pacity of Dittolith will be 500 sheets of 20 lb. bond, 
and the image area will be up to 914 by 1334 inches. 
The machine will feed and eject at the same end. 
The model is identified as L-10, and ought to be avail- 
able some time around the middle of this year—if not 
for general use, at least for the government. 

The offset people get onto the subject of systems 
very quickly whenever they have the chance to talk 
about the process and its equipment. As one Addresso- 
graph-Multigraph man put it: “Aside from the dupli- 
cating features of AM machines, which are all to the 
good, it’s systems work where the future lies.” 

A Cincinnati machine tool manufacturer makes use 
of a cut ink form roll in producing eight factory forms 
and a large job ticket needed for each part produc- 
tion order. The firm maintains a file of information 
on approximately 48,000 different parts. All the nec- 
essary manufacturing information for each part is re- 
corded on a Systemat Master. As a machine tool is or- 
dered, Multilith masters for each of the parts neces- 
sary are pulled from the file. The sales order number, 
the amount, the date issued and schedule sequence 
are added to the masters with a reproducing pencil. 
The masters are then processed on a Multilith 1250. 

Pre-collated sets of eight different forms (814 by 
37% inches) are placed on the feed table. Six of these 
forms are partially pre-duplicated and, for ready iden- 
tification, are processed on different colored stock. 
To add the necessary information to each of the forms, 
only the upper form roller (which has been cut 
accordingly) is used. After the information has been 
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The Lithotype machine made by Fairchild 
Instrument & Camera Co. 


added to the jacket (used to carry the paper work 
through the plant), a plain (blank) master is hand- 
fed. This master from a master is returned to the files 
the following day for use on subsequent orders. As 
subsequent orders are received, the penciled informa- 
tion is added to a small master overlay which is put 
on the facsimile master with rubber cement. At this 
time, of course, the procedure described is again fol- 
lowed. On occasion facsimile masters for subsequent 
orders have been re-issued as many as eight times. 
This is only one example of the many variations of 
Multilith’s application to system work. 


CONTINUOUS contact printers for direct positive 
copies, such as Charles Bruning Co.’s Whiteprinters, 
the Ozalid machine of the Ozalid Division of General 
Aniline & Film Corp., and others, originally had their 
primary application in the engineering field for the 
reproduction of large drawings. During the last war 
and in the years following its end, this type of ma- 
chine has made great strides in its adaptation to office 
systems. 

The reproduction process represented by this 
equipment is described as being essentially a photo 
process of making a direct positive copy using a trans- 
lucent original. If the original is not on translucent 
paper, or is marked on both sides, it is first copied on 
reflex film and this is used as an original. Ordinarily, 
though, the copying procedure is a direct process in- 
volving no film negatives and no reversing of black 
and white values. 

With these machines copies are made on paper that 
is pre-sensitized with a diazo dye. The diazo dye has 
the property of bleaching when exposed to ultra- 
violet light. Where opaque outlines on the original 
(anything written, typed or drawn) interferes with 
the transmission of light to the sensitized paper, a 
latent image of the original remains and is then de- 
veloped in the machine into a permanent facsimile. 

This development is effected in two different ways. 
The Bruning machine lightly coats the copy auto- 
matically with a special solution, permanently de- 
veloping the copy. In the case of Ozalid, the ceyy 
paper is passed through an ammonia vapor area in 
the machine, which causes the image to develop per- 
manently. Ozalid has a different formula for its sensi- 
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The Bruning Model 93 


tized copy paper, but the diazo dye is basic with this 
coating. 

With both makes, the operator simultaneously 
feeds the original and a sheet of sensitized paper into 
the machine. After exposure to the light both sheets 
are returned to the operator who then separates them 
and passes the exposed paper back into the machine 
for developing. Meanwhile, the original can again be 
fed into the machine with another sheet of sensitized 
paper for the production of another copy. Larger 
models of Bruning and Ozalid machines automat- 
ically separate the original from the sensitized paper 
within the machine after exposure to the light, thus 
eliminating refeeding of the sensitized paper, making 
i: a one-step operation. After the developing, the 
sensitized paper, now bearing an exact copy of the 
original, comes out into a receiving tray ready for use. 

The principal difference between the two machines 
is the necessity for the installation of an exhaust duct 
with the Ozalid machine to carry off ammonia fumes 
and heat generated by the machine. 

The name Ocalid is diazo spelled in reverse, with 
the inclusion of an “I” for euphony’s sake. The prob- 
lem of indefinite nomenclature involved in this proc- 
ess, while a mild one, is one that manufacturers in 
the field would like to resolve. ‘The process has been 
called “continuous contact printing,” “wet printing” 
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(when actually a minimum degree of moisture is ap- 
plied), “dry printing’ (actually not dry, either) , 
“diazo machine” (too mysterious), and many others. 

What is definite is the great promise for expanding 
application in the office, as evidenced by some of the 
manufacturers’ opinions. 

“We feel that the future of our industry to a large 
extent is wrapped up with our ability to broaden the 
base of our market,” an Ozalid official said recently. 
“A considerable amount of money has been spent 
during the post-war years to evaluate markets and to 
develop the means of finding a need for our equip- 
ment.’’ He went on to predict an eventual volume 
of sales to the office field that will be “far in excess” 
of his company’s present total volume for all uses. 
He pointed out that 60°, of Ozalid’s volume sales in- 
creases in paper in New York has been in the 814 
ly 11-inch size, indicating the degree of Ozalid’s de- 
velopment in pure office routines. 

This individual sees an established core of sizable 
future sales in those large companies where large 
models are now installed for engineering work, and 
in which nearly all cases take on office work between 
jobs. Use of the machines by the general office is 
in many cases considered a nuisance by the engineer- 
ing department, he pointed out. 

“Five years ago, you couldn’t put a Whiteprinter 
into an office,” a Charles Bruning man said. “But 
we're discovering new office applications all the time, 
and happily, the end isn’t in sight. 

“Offices have grown so since the beginning of the 
last war,” he continued, “and they're beginning to 
be appreciated as being expensive—expensive enough 
to break a company if not systematized properly.” 


BANK USES 


F. E. Hilgeman, assistant secretary of the United 
States Trust Co. of New York, described how a diazo 
machine helped to speed up more than ten of the 
company’s routine jobs. He pointed out that when- 
ever they become executors of an estate, every transfer 
agent has to have a copy of the will. Such copies, he 
said, have to be made directly from the original. In 
one case they had to administer an estate where 300 
copies of the will were needed—a 15-page will! They 
olten gave the job to a printer in the days before 
they installed the diazo machine—in this case a 
Bruning. This was the first application at United 
States ‘Trust Co., but others were found in increasing 
number, Mr. Hilgeman said. 


The Haloid Co.’s Xerox copying 
equipment will make a copy of 
a letter or drawing, or will trans- 
fer the original to an offset 


master. 
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“Every bank has to open accounts, close accounts, 
pnd change the nature of the accounts after the event 
of marriage, births, etc.,” he continued. “We used to 
se a Snap-out form with one-time carbon costing 
pbout 20c for a 14 or 15-part form. When a girl types 
such a record it has to be checked. When a change 
n the record occurred, the form was typed over again. 
In the event of an error, the quickest way out was to 
destroy the spoiled form and start over again. 

“Now we have a hand-written ticket of instructions 
s to what to put on the form. The girl types in on 

translucent form, checks it once, and then has it 
run through the diazo machine,” he said. 
United States ‘Trust Co. has since studied all mul- 
tiple-copy jobs. If only four or five copies are re- 
quired, they use the typewriter. But if, say, one ol 
their attorneys prepares a six-page digest of Law 
Journal decisions of which 50 copies aggspecded, com- 
pany officials point out that these can be run off 
faster on the Whiteprinter than they can on other 
machines which require cleaning of the rolls after 
each page has been run off. 


CUMULATIVE REPORTS 

This is as good a time as any to point out that this 
type of machine (at least the big ones) now have a 
rate of speed that exceeds an operator's ability to 
feed. You feed several originals across the width of 
the larger machines, feeding them in again and again 
with additional sensitized paper as they return. How- 
ever, the more opaque the original is, the slower the 
speed of the machine. At United States Trust Co., 
they deliberately schedule their reproduction work to 
take fullest advantage of the machine’s width. 

Sometimes this company has need for copies of a 
letter which they receive in the mail, and which 
might be on stationery of a rather dense texture. If 
the copies are for work within the office, it is not con- 
sidered necessary to get a_ brilliant reproduction. 
Readability is the prime requisite. Ozalid points out 
that the Brooklyn Navy Yard, in New York, discov- 
ered that 85%, of their incoming mail is capable of 
being reproduced on the Ozalid, 10% is reproduced 
by photocopy, and the other 5% must be copied by 
other means. 

Certain types of cumulative reports are gotten out 
faster by the use of the diazo machine, Mr. Hilgeman 
said. In instances where, say, 15 individuals in the 
company have to see cumulative figures on a group 
of companies’ activities each month, they type the 
figures for January on a large translucent form. 
When the job is done the figures are checked, the 
copies are made, and the original is filed. 

When February's figures are ready for distribution, 
the original is pulled from the file, and February's 
figures are added alongside January’s. Since they 
know that January's figures were checked, all that is 
necessary is to check the February column. By the 
time November's figures are to be added, it’s nice to 
know that the previous ten months’ figures are right, 
and that time doesn’t have to be spent retyping these 
columns. The recipient of each new report can safely 
dispose of the old one. The original stands up well, 
too, Mr. Hilgeman reports. 

The Ford Motor Co. makes good use of duplicate 
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masters in the economical and speedy transmission of 
assembly line modification drawings to its far-flung 
chain of assembly plants. Such plants are identical in 
design regardless of location. ‘Translucent duplicate 
masters are made from the original drawing, and one 
is sent to each plant which runs off the required 
copies on its own Bruning machine, with considerable 
savings in time and money over previous methods 
used. Originally, transportation charges on centrally 


duplicated copies of drawings were high. The use of 


roll stock sensitized paper helps in the reproduction 
job when the drawings are large. 

Effective use of an Ozalid Streamliner is made by 
the home office of a large retail clothing chain where 
1,800 prints of 300 orders a day (6 copies per order) 
from the firm’s large buyer staff have to be taken care 
of speedily. The orders are for merchandise given 
to suppliers of this chain store organization. Origi- 
nally, the orders were typed on a set of forms from 
the original written by the buyer. One of the difh- 
culties encountered was caused by fluctuations in 
business due to seasonal buying. ‘The firm would 
have a stafl of typists on the job, and were beset con- 
stantly by a need either to discharge typists or else 
hire up to increased production requirements. 

They ironed this problem out by having their buy- 
ers send in their copies of orders handprinted on a 
translucent form which is immediately reproduced six 
times. Each form copy is of a different color for de- 
partmental identification. As practiced here, the job 
is one of constant feeding of original forms through 
the machine. The width of the machine always pre- 
sents unoccupied surface to feed into, and there is no 
bottleneck. Speed is needed here because one form 
must go to the warehouse to be on hand when the 
merchandise ordered arrives. Other copies go to ac- 
counting, file department, etc. ‘The way things are 
now, the firm needs a faster machine. The Stream- 
liner, with a printing speed of ten feet per minute, is 
capable of handling those 300-odd orders each day, 

(To next page) 


The Ozalid Streamliner in use at Socony Vacuum Oil Co. 
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but they hope to get the Printmaster which has 
roughly four times the capacity by reason of greater 
speed and the feature of automatic internal separa- 
tion of original and copy. 

“If we can sell management the principle of taking 
a hand-written report in lieu of a typewritten one in 
order to save time, it is our belief that the report is 
more valuable,” an Ozalid executive said. “This 
might apply to certain types of statistical information, 
and even accounting operations such as billing.” 

According to Ozalid Division, American Airlines 
saves $82.10 every time a certain statistical report is 
prepared. The company needs three copies each of 
46 segments of a flight operations report. The vcon- 
omy is effected by reproducing the copies directly 
from the original report by Ozalid. 

The Sealright Co. of Fulton, N. Y., is another firm 
that went over to Ozalid in a system involving the 
copying and filing of 4,000 jobber and customer rec- 
ords each month. Formerly, it took five clerks work- 
ing five days to do the job. With the Ozalid machine, 
two clerks now complete the job in two days. 


DESK-SIDE DIAZO MODELS 

Considering the relatively short period of time dur- 
ing which diazo machines have gained acceptance in 
the office, the manufacturers have been quick in de- 
signing a smaller machine expressly for the office. 
The new Bruning Copyflex can be placed anywhere 
in the office and is plugged into the electric line carry- 
ing standard 60 cycles, 110-volt alternating current. 
Copyflex measures 2914 inches wide, 28 inches deep, 
and 50 inches high, and copies any size of original 
matter up to 1114 inches wide by any length. Copy- 
flex costs about $1,200. Ozalid’s model is to be an- 
nounced soon. 

You cannot enlarge or reduce with this type of 
equipment. Photos can be reproduced—in some in- 
stances with fairly good quality. 

Important factors in the use of this equipment are 
low operating cost (with a large volume of work the 
cost falls below 2c per copy); no special training is 
needed for the machine’s operation (you can use the 
lowest class of beginning clerical help to work the 
machine) ; and the machine’s operating speed. 

Sensitized papers used on these types will not lose 
their quality too fast upon exposure to normal light, 
yet there are limits to the shelf life of such supplies. 
Manufacturers, however, have evolved efficient pro- 
duction and distribution techniques. 


Exposing, developing and fixing, and drying as performed 
with the Apeco Copy-Cabinet 
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EQUIPMENT FOR PHOTOCOPYING for office 
work takes two. forms—those machines which employ 
a lens, with the ability to make enlarged or reduced 
size negatives, and the “light box” type of equipment 
from which actual prints of the original letter or draw. 
ing are made (same size copies only). Generally, the 
process is referred to as photocopying, regardless of 
which type is used, with the negatives usually pro- 
duced on paper. 

With the lens type machines, white on black nega- 
tives are “right reading” copies by reason of a prism 
attached to the lens which reverses the reverse image. 
In many instances, certain types of office records are 
being retained on “white on black” copies which con- 
tribute to the speed and economy of the record’s pro- 
duction. 

As an instance of the use of photocopying machines, 
many large department stores use the Commercial 
Rectigraph model made by the Haloid Co. to dupli- 
cate invoices. The system involves the fast preparation 
of an “apron’”—a form added to the invoice which 
carries additional information for the receiving de- 
partment. The photocopy of the invoice with the 
apron attached goes to the department receiving the 
merchandise. It is used for the rapid and efficient 
checking of the shipment as well as a guide for the 
item’s retail pricing. ‘This makes it possible for the 
original invoice to be sent immediately to the accounts 
payable department where it can be processed and the 
cash discount realized within the vendor's discount 
period. 

There are two other leading manufacturers of lens 
type photocopying machines. ‘These are the Photostat 
Corp., and Remington Rand, Inc. Photostat Corp. 
and Haloid Co. models enlarge or reduce. Remington 
Rand’s Dexigraph reduces only. A dark room is re- 
quired for the Dexigraph, while Foto-Flo and Photo- 
stat machines have built-in developing and fixing 
processes. Both Photostat and Haloid also make a high 
production unit that is completely automatic and 
which develops, fixes, washes, and dries the copies. 
Such units would only be of interest to concerns hav- 
ing a continuously high volume of production. 

Haloid Co. claims a saving in chemicals costs with 
their cylindrical developing tank which slows up the 
oxidation process of the developing fluid, and causes 
it to last longer. A compact coil mechanism controlling 
passage of the prints within the tank is another Haloid 
feature. 

Besides the 


Commercial Rectigraph machine, 


Haloid has the Foto-Flo, a power driven, high speed 
unit which by its construction allows for the progres- 
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sive developing of prints while a succeeding original 
is being photographed. ‘This model breaks away from 
the usual restriction of 40 to 45 seconds required for 
each print to be developed, and allows a rate of three 
18 by 24-inch developed prints a minute. A variable 
speed developing control installed on this model 
would raise the rate to five prints per minute. ‘The 
larger model of the Rectigraph (No. 3) and the Foto- 
Flo are 18 by 24-inch machines which can make four- 
up prints of 814 by 11-inch forms full size. Half-size 
reproductions of this size would double the capacity. 
The smaller Rectigraph (No. 2) is a 14 by 18-inch 
machine. 

The Photostat Corp. line is composed of three 
standard models (manually operated), a Junior 
model (their smallest—manually operated unit which 
does not enlarge), a motor driven model (semi-auto- 
matic), a continuous model (full automatic), a No. 
4 Hi-Speed model, and three additional models de- 
signed to make copies on both sides of the sensitized 
sheet of paper (called recorders because they have 
their place primarily in registrars’ offices for recording 
deeds and mortgages). One of these is a continuous 
model which completely processes the print including 
the drying. By using single side coated paper in the 
recorders you get the same results as in standard 
apparatus. 

There are also two special standard machines which 
are equipped with two lenses and prisms. On Model 
2, giving up to a 14 by 18-inch maximum single copy, 
one lens and prism gives a reduction of 28% or 
three and a half times enlargement at one operation; 
the other lens and prism is standard—reduction to 
50% or double enlargement at one operation. Model 
4, giving a maximum size single sheet 18 by 24 inches 
is similarly equipped. 

Incidentally, the Photostat Corp. informs us that 
the word Photostat is their protected trade name. 

With the standard models are offered the option 
of developing within the machine so that no dark 
room is needed, a dark box for removal of exposed 
prints to a dark room for developing, or a conveyor 
arrangement for the automatic transport of the ex- 
posed prints to a dark room. 

The Hi-Speed Photostat is equipped to hold ihe 
standard roll of Photostat photographic paper (350 
feet in length by 18 inches or less in width) ; to make 
a finished print 18 by 24 inches on a single sheet; and 
to make five prints per minute at machine speed. 


Left: 
Model. 


copier. 


Photostat Corp’s Junior 
At right: F. G. Ludwig 
& Associates’ Contoura photo- 


Remington Rand, Ine’s. Portagraph 


Prints are delivered face up in sequence into a tray 
of water. The last print made is deposited on top 
for visual inspection. 

The Photostat machine has a broad range of appli- 
cation in many kinds of offices for the reproduction 
of records, documents and large drawings. ‘The Junior 
model, designed primarily for office use, holds a roll 
of sensitized paper 11 inches by 350 feet and has com- 
partments for developing and fixing. A dark box or 
conveyor is adaptable here, too. This assembly is 
mounted upon a stand, to the front legs of which is 
attached a movable subject holder. It also has a 
simple method of mechanically focusing the machine 
when smaller than original size copies are desired in 
fixed focus positions. Smallest in size of all Photostat 
machines, the Junior, is 42 inches in height, 50 inches 
wide, and 52 inches in length. It copies at original 
size subjects 814 by 11 inches, or any smaller size. It is 
also immediately adjustable to make copies in reduc- 
tion of all subjects of overall measurements of 14 by 18 
inches or smaller. As optional equipment, Photostat 
offers a 12-inch-high platform mounted on casters to 
give mobility to the Junior. 


(To page 59) 
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new things in the news 


DOUBLE SIDE RACK 

for use where an unusually large quantity of tabulating 
cards. must be transported, is this model No. 01200, 
a product of Monarch Metal Products, Inc., 724 South 
Columbus Ave., Mt. Vernon, N. Y. This model has a 
capacity of 163,800 cards, has handles at each end 
and rubber casters for ease in moving from one 
location to another. The 52 compartments (26 on 
each side), each provide 21 inches of clear filing 
space. Unit stands 52!/4 inches high; is 46% inches 
long, and 24% inches deep at bottom. Standard 
grey finish; green optional. 


CIVILIAN DEFENSE LIGHT 

which provides 80 hours of continuous light on each 
battery charge has been announced by the Carpenter 
Mfg. Co., Somerville, Mass. Designed for use in 
defense plants and for use in emergencies, the light, 
type CDU, is powered by a rechargeable battery. 
Has a thumb-operated 3-way toggle switch control 
and a shatterproof lens. A substitute reflector pro- 
vides a powerful searchlight when needed, Has a 
rugged case of cast aluminum, 


AIR CIRCULATOR 


which can be used as a floor model. as a straight fan, 
reversible window fan, or as a wall bracket fan, is 
new from the Kisco Co., Inc., 2400 DeKalb St., St. 
Louis, Mo. Named the Versatil-Air because of these 
many applications, the circulator is encased in an 
attractive chromed guard and is mounted so that it 
can be tilted and locked in its stand to direct air 
wherever desired. Also has a removable front auard 
and deflector. Equipped with a 16-inch blade and 
3-speed control, the circulator is list priced at $49.95. 
Overall dimensions are 20 x 20 inches. 


TAG-O-GRAPH 

is the name given this machine which is claimed to 
be the only one designed and manufactured for the 
express purpose of multiple addressing or marking 
tags and labels. A product of the Weber Addressing 
Machine Co., Mt. Prospect, Ill., this machine, Model 
K, reproduces from a stencil which can be quickly 
prepared on a typewriter, or can be hand written or 
lettered with a stylus which is furnished with the 
unit. Tags or labels are fed through machine auto- 
matically at a rate of 150 per minute, and an 
automatic counting device tabulates the exact num- 
ber required. Machine weighs 22 pounds, has an 
overall size of 9 x 20 x II inches. Priced at $350 or 
for $10 per month on a rental basis. 
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new things in the news 


FACTS ON FACSIMILE 

Facsimile, briefly, is a process by which any material, 
whether written or photographic, may be transmitted 
over a telephone or telegraph line and reproduced 
exactly. The reproduction magic of the new pro- 
cess is the work of a special eletcric-eye thai scans 
the material and transforms it to electric impulses 
which are then sped over the carrier to the receiving 
machine. When impulses pass over a specially treated 
chemical paper, the paper turns black or varying 
shades of grey in the identical form of the original. 
Several field tests to determine the final answers to 
the successful use of the system, are now in operation. 
Pictured right is Casper M. Bower, president, Fac- 
simile & Electronic Corp., Passaic, N. J., as he dem- 
onstrates the process to members of the Communi- 
cations Supervisors Association in New York. Mr. 
Bower feels that the reproduction aspect of Fac- 
simile “is likely to become quite appealing because 
of the prospects of cutting reproduction costs very 
substantially." A Fax user can have a copy of a 
typical letter-size sheet “in 3!/2 minutes for 2'/2 
cents," he estimates. 


ELECTROFILE 


is the name given to a new method of controlling 
card records. Its use is said to eliminate sequence 
filing, cross-referencing, and make impossible the loss 
of a card in a file. Only one machine is necessary, 
says the Electrofile Corp., 420 Lexington Ave., New 
York. This Electrofile selector both codes and finds 
cards automatically “with speed and accuracy of 
electricity". Simple to operate, the machine and 
system are claimed to be suited for inventory records, 
accounts receivable and payable, personnel records, 
and many others. Shown above is the type of card 
used with this system. 


“BRANCH OFFICE" ON WHEELS 
developed by the Burroughs Adding Machine Co., 
Detroit, is an ingenious method of demonstrating and 
selling its office machines. Even the company’s larg- 
est accounting and microfilming equipment is carried 
in the experimental unit, a Dodge Route-Van truck, 
with 462 cubic feet of cargo space. The truck can 
also be used for employee training. “For the price of 
a parking meter," says the company, “we can now 
have a branch office at the customer's door." Pie- 
tured: a prospective customer as he tries out an ac- 
counting machine inside the "office"; Below: a full 
view of the truck, from which $20,000 worth of office 
machines were sold in the first six weeks of operation. 
Truck is finished in blond mahogany and is equipped 
with its own generator and heating system. Con- 
version of the unit was supervised by Frank W. Luby, 
Boston regional manager for the Burroughs Co. 
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JET MODEL DESK 

model D-3420, is the latest addition to the Skyliner 
line manufactured by Orna-Metal Products Co., 2412 
South Seventh St., St. Louis. Features of the utility 
desk include Armstrong linoleum-covered top; stain- 
less steel corners; aluminum edge trim; adjustable 
in height from 28 to 29!/2-inches. This model is 34- 
inches wide, has an 18-inch knee space. Constructed 
of 18-guage steel, it weighs 70 pounds net. Priced 
at $39.95, desk comes in choice of grey, brown, or 
green. 


LABEL GUMMER 

a 9-inch model, No. F9-HTR, has been designed by 
the King Sales & Engineering Co., 210 First St., San 
Francisco. This model will cover jobs where maximum 
adhering tenacity is required, and for all adhesives 
which require heat at time of application to the 
label surface. The glue pot is surrounded by a water 
jacket in which water is heated to any desired de- 
gree through an adjustable thermostatically controlled 
heating element. 


. DICTATING-TRANSCRIBING UNIT 


manufactured by Magnetic Recording Industries, 30 
Broad St., New York, is called the Voice-Master. 
Instrument weighs only || pounds, measures I! x 12 
x 5-inches, and is said to be usable anywhere, even 
in an airplane. Machine utilizes Magic-Discs, 9- 
inch paper blanks that record magnetically. Discs 
can be wrinkled or folded with no loss of clarity. 
Machine features push-button control on the execu- 
tive's microphone and Split-A-Word foot control for 
the secretary. 
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— | new things in the news 


OFFICE TYPEWRITER 


recently put on the market by L. C. Smith & Corona 
Typewriters, Inc., Syracuse, N. Yu is this Series 6 
model. Among is many features is the Page Gage, 
a device which indicates exactly how near the typist 
is to the bottom of the page. The device consists 
of two graduated rings attached to the platen. Sec- 
retary simply adjusts the movable rings to the size 
of paper she is using, and the Page Gage does the 
rest. A red signal appears on the outer scale when 
typist is 2'/2 inches from bottom of page. Other 
features of the new machine include a super-support 
segment which is said to increase typebar accuracy, 
and an enlarged platen which will minimize the 
chance of paper slippage. 


PARCEL POST ZONE MAP 
lithographed in three colors, 24 x 29 inches, is intro- 
duced by the Ace Mfg. Co., 2601 Broadway, Padu- 
cah, Ky. A portion of the map, which is made for . 
board or wall mounting, is shown here. The map 
shows states, every parcel post unit in the United 
States, and over 1700 cities and towns and the units 
in which they are situated. Circles are shown in red; 


units in green, and town names in black, clear, easy- ile, Bone Td asd bli 7 based buy ny ; , 
to read type. “In most cases," says the company, Sethins Gheno = 3 fy poem a 
“you can tell at a glance what postage is." These aroha 77 | Spe 2070 | 2 EO weal alge : sod 
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CHEST AND SAFE UNIT 
described as a fire-resistive record safe and a bur- 
glary-resistive steel money chest, is new from Her- 
ring-Hall-Marvin Safe Co., Hamilton, O. Unit is 
combined in a steel clad, reinforced concrete block. 
The chest may be equipped with an inner partition 
containing a dual-controlled, key-locked door to add 
holdup protection for accumulating bank deposits. 
Unit weighs about 1500 pounds, is finished in grey. 
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SMOKER'S URN 

now produced by the Aget Mfg. Co., Adrian, Mich., 
automatically extinguishes lighted cigarettes, cigars, 
and matches, and eliminates~smouldering and odar. 
No trap doors, levers, or lifting devices are needed. 
An air pressure control feature does the work of 
these, the company claims. Urns come in a wide 
range of colors to blend with office decors. 


SIGNALIZER 
is the name given to this device which converts ordin- 
ary file folders into a visual follow-up tickler file. 
The item is available in two types, model C shown, 
which clips on file folder, and model P, a pocket 
type which is stapled to the inside rear top of 
folder. Model C consists of a service card and 
signaler (in four or eight colors). Service card clips 
onto rear top of file folder. Folder tab is cut off 
by end user as identification is noted on service card. 
This entry eliminates outside posting, company says. 
Full details from the manufacturer, Bowman Specialty 
Co., 2710 Detriot Ave., Cleveland. 


ALL-PLASTIC DIVIDER 


designed to solve the problem of “ragged looking, 
much handled" loose leaf index dividers, has been 
brought out by the Joshua Meier Co., Inc., 153 
West 23rd St., New York. The V.P.D. Plastic-Dex is 
made to fit any I! x 8!/2 inch three-ring or multo-ring 
binder, each comes with colored index tabs. This 
makes for an index divider and title paae in one. 
Each holder comes with a black mounting sheet. Pack- 
aged set consists of 5 Plasti-Dex folders, each bear- 
ing a different colored tab, and perforated labels 
to be inserted in the tabs. Retail price is $2. 


ALL-PURPOSE LUBRICANT 
a new dry-powdered type, is called "Graphitoid'’ 
Lub-A-Spray, and is produced by the Panef Mfg. 
Co., Inc., Milwaukee, Wis. Made from a carefully 
compounded formula, Lub-A-Spray is oilless, grease- 
less, and dripless. It will not stain and is unaffected 
by heat, cold, or moisture. The lubricant is contained 
in a “puffer-type gun that is simply pinched bet- 
ween the fingers. Abrasive-free, it is said to be use- 
ful for all types of office machines and other units 
such as case file cabinets, chairs, locks, and hinges. 
. The product retails for 25 cents per tube. 
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1951 


Tools of the Office 


A continuing series 


This month: Air conditioners, water coolers, and fans. 


Nash - Kelvinator Model 
PE-3-R water cooler 


AIR CONDITIONERS 


Carrier Corp., Syracuse, N. Y. 

@ Will manufacture a complete but streamlined list of air con- 
ditioning units designed for office use in 1951 within the preesent 
limitations of the defense program, Carrier Corp. News Bureau 
reports. 

“Savings in scarce materials have been achieved through 
elimination of certain models using a high proportion of critical 
materials and by increasing unit capacity in others. It is ex- 
pected that this will permit manufacture of a substantial volume 
of equipment essential to establishing highly efficient working 
conditions during a period of stepped-up production effort. 

“The 1951 product list will include three instead of six 
models of room air conditioners. The three models to be fea- 
tured are of the window sill type in %, 3% and 1 H.P. sizes, 
optionally equipped with thermostatic control and with the 
Carrier Humitrol for increased dehumidification. A new hinged, 
cradle-type mounting has been designed for quick, easy installa- 
tion. The entire air conditioning unit slides easily in and out of 
the mounting for inspection and servicing. The unit filters, cools 


MANUFACTURERS of fans, air conditioning units 
and water coolers generally indicate an ability to 
meet consumer requirements for these products 
through the ensuing warm weather season. But along 
with evidence of adequate manufacturer inventories 
comes anticipation of further reduced raw materials 
allocations in the near future. Office people who 
haven't forseen the need for replacements of these 
types of equipment still have time to survey their 
needs, though how long this period of availability 
will continue is problematical. Only one manufac- 
turer (of air circulators) foresees merchandise alloca- 
tions before the season is over. 


It is significant that some manufacturers are 
missing from this year’s listings, indicating an un- 
willingness to encourage inquiries for their products 
this season. Yet, some of the reporting manufac- 
turers are mentioning new features in their lines. 
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and dehumidifies the air and distributes it to the room through 
adjustable louvres, or it may be switched to filtered ventilation 
only for winter use. The suggested retail prices are: 4% H.P. 
model, $349.95; 34 H.P. model, $429.95; and the 1 H.P. model, 
$499.95.” 

The larger of three console units, in the 1950 line, and dis- 
continued, will be produced this year on defense orders only. 
This is a 1% H.P. unit. 

The 1951 list also includes five models of self-contained 
Weathermakers for air conditioning large offices and suites of 
offices, an improved line of cooling towers for use with Weather- 
makers in recirculating condenser water, a now completely 
portable Humidry tor pulling moisture out of damp storage 
spaces and basement offices, and the widely known Conduit 
Weathermaster System for air conditioning multi-story build- 
ings. 

The self-contained Weathermakers have been improved func- 
tionally and in appearance, and are being produced in 3, 5, 7%, 
10 and 15 H.P. sizes. The Weathermakers are easily adaptable 
to either plenum or duct air distribution. All models are 
equipped with Humitrols. Color has been changed from copper 
beige. 

The improved cooling tower, produced in generally matching 
sizes with the self-contained Weathermaker, now features a 
built-in eliminator blade section which reduces water consump- 
tion to a minimum. 

Prices on Weathermakers and cooling towers are quoted on 
individual installations, since costs will vary widely with such 
factors as ductwork, water and electrical services, city code 
requirements, and labor costs. 

The % H.P. Humidry, which weighs only 60 pounds, has 
been equipped with casters and handholds, so that it may be 
easily moved from one location to another. Under average con- 
ditions it is capable of removing 18 pints of water from the air 
every 24 hours. The suggested retail price is $159.50. 


Fedders-Quigan Corp., Buffalo, N. Y. 

@ Offer a line of room air-conditioners of the window-type 
which cool, ventilate, dehumidify and filter out dust, dirt, soot 
and pollen. 

Models WH14 for rooms up to 230 square feet, WH16 tor 
rooms up to 325 square feet, WH19 for rooms up to 485 square 
feet. Remove from 1.3 pints to 2.5 pints of water every hour 
under high humidity conditions, requiring no drain for conden- 
sate. Compressor units hermetically sealed and spring-mounted 
for quiet operation. Thermal overload protective cut-out 
switch is mounted on compressor. Have rotatable grilles per- 
mitting control of flow of cool air. Replaceable large area 
filters. Single motor, rubber-mounted for quiet operation 
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AIR CONDITIONERS 
Tools of the Oiffice 


operates both the evaporator and condenser fans on WH14 and 
WHI6. Hi-Lo speed fan motors on WH19 for condenser and 
evaporator fans. 

Completely sealed refrigeration system using Freon-12. 
These models, by a thermostat accessory controlled by adjust- 
able knob on the control panel, allow automatic temperature 
control. 

On WH19, room air handling is 300 cfm on high-speed, and 
220 cfm on low-speed with damper closed. 50 cfm of outside 
air for ventilation. Room air exhaust 80 cfm. WH16, 220 


cim with damper closed. 30 cfm of air for ventilation. Room 
air exhaust 60 cim. WH14, 140 cfm with damper closed. 
30 cfm of air for ventilation. 

WH1I4 is 1314” high, 23 1/16” wide, and 27” deep; WH16, 
13 3/16” high, 27” wide, and 27” deep; WH19, 15 3/16” high, 
27” wide, and 27” deep. 


Frigidaire Div. General Motors Corp., Dayton, Ohio 

@ Report that streamlined three and five h.p. Frigidaire air- 
conditioning units are available. Equipped with modernistically- 
styled, two-tone grey cabinets and four-way air distribution 
hoods. Large capacity refrigerant receiver-condenser has low 
water pressure drop and separate connections for use with city 
water or cooling tower systems. Special insulation, both fire 
and fungus resistant reduces heat leaks and minimizes sound. 
Heating coil can be installed for winter use. Electrical and 
plumbing connections are grouped together close to the floor 
te speed installation or dismantling. Similarly equipped, the 
three h.p. Air Conditioner has a single condenser. 

The new air-conditioners can be used in multiple to condi- 
tion an entire building, a series of floors, a single floor or any 
large area. On the other hand, Frigidaire claims a single 
air conditioner will serve several offices, a department or small- 
er sections of a floor. 

Frigidaire also has a new one-horsepower window room air 
conditioner introduced this year for home or business use. 
Two separate rotary Meter-Miser refrigerating systems have 
been incorporated into this unit, providing “selective cooling.” 
Recessed control dial, new grille with adjustable louvers directs 
air to any part of the room. In addition, filter slips out 
through bottom quickly. Air is drawn through the bottom 
rather than sides, contributing to ease of installation in confined 
spaces and affording quiet operation. This new model cir- 
culates cool, filtered, dehumidified, fresh air. Also produced 
as a one-half h.p. model. Both the one h.p. and one-half h.p. 
models are currently available throughout the country. 


General Electric Co., 5 Lawrence St., Bloomfield, N. J. 
@ Announce a new packaged air conditioner, which is avail- 
able in 2, 3, 5, 7% and 10 horsepower sizes. 

The 3 and 5 H.P. models feature “Muggy Weather Control,” 
a damper mechanism that makes possible effective removal of 


52 OFFICE MANAGEMENT AND EQUIPMENT 


moisture on mild, damp days when humidity is high. Another 
design innovation is the vertical air inlet arrangement which 
greatly enhances the appearance, provides unsurpassed cleanli- 
ness, and assures better air control. The top air distributor or 
plenum provides completely flexible control of air discharge 
direction and is easily removable for duct attachment direct to 
fan outlet. 


Kelvinator, Div. of Nash-Kelvinator Corp., Detroit, Mich. 
@ Report that the new Kelvinator Air Drier plugs into any 
115-volt, 50-60-cycle a.c. outlet and immediately commences to 
remove excess moisture from the air, requiring no more atten- 
tion than an electric fan. Claim is it can remove as much as 
three gallons of water from the air in 24 hours from 10,000 
cubic feet of space (at 80 degrees Fahrenheit temperature and 
90% relative humidity). The Air Drier removes a larger 
quantity of moisture from the air as the temperature and mois- 


From the left: Kelvinator Air Drier, 
Frigidaire ASL-300T Air Condition- 
er, General Electric Model FD30E 
Packaged air conditioner. Below: 


Fedders 14% h.p. model. 


ture content of the air increase, Kelvinator claims, adding that 
cost of operation is “only a few cents a day—inexpensive in- 
surance against damage due to rust, rot, mildew, mold, warp- 
ing and corrosion.” List price is $159.95. 

Finished in grey enamel, made of steel with chrome glides 
on the base and recessed hand grips at the ends to facilitate 
moving from one location to another. Circulating fan moves 
about 400 cubic feet of air pei minute. Over-all dimensions 
20%” high, 121%” wide, 2134” long. Operates effectively in 
any closed area up to 10,000 cubic feet in volume, Kelvinator 
claims, suggesting that two or more units can be used for 
larger spaces or unusual drying conditions. 


Mitchell Mfg. Co., 2525 Clybourn Ave., Chicago 

@ Claim that economy of mass production and improved engi- 
neering principles allow room air conditioner manufacturers to 
step-up the quantity of units produced per day, thereby mak- 
ing available more room air conditioners to the consumer 
market. This increased production ability substantially cuts the 
cost of tools and dies which are amortized over the total num- 
ber of units produced. But increased raw material costs offset 
these economies resulting in list price figures being approxi- 
mately what they were in 1950. 


(To page 54) 
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ON’T let hot, muggy weather sap the 

efficiency of your company’s executives 
again this year! You can install amazing 
Fedders Room Air Conditioners overnight. 
Their low cost is soon repaid by greater work 
output, even in broiling weather. 


Cools, Dehumidifies! The complete, compact 
Fedders unit cools and dries hot, moisture- 
soaked air — gives the cooling power of more 
than a dozen refrigerators for less than the price 
of one! Also filters out dirt, dust and pollen 
... keeps offices cleaner and completely com- 
fortable for hay-fever sufferers. 


en Fast, Simple Installation! The Fedders Room 
ive in- Air Conditioner fits in the window, plugs in 
ee like a radio. No ducts, no water connections, 
- glides YNO ALTERATIONS ¥NO DUCTS no building alterations necessary. Mail the 
— YNO PIPES VNO WATER CONNECTIONS coupon today for a fully-illustrated booklet 
ensions YNO LOSS OF USABLE SPACE showing the complete Fedders line and des- 
vely in aaa ; cribing Fedders twelve superior features! 
vinator Cools... Dehumidifies... Shuts out noise... 8 Pe 
sed for 

Filters out dust, dirt and pollen 

MAIL COUPON TODAY! 

d exgi- FEDDERS-QUIGAN CORPORATION 
irers to Dept. OM-1, Buffalo 7, N. Y. 
y mak- Please send me your interesting 12-page illustrated booklet on 
nsumer Fedders Room Air Conditioners plus full specifications and instal- 
‘uts the lation data. 
il num- 
s offset =— 
pproxi- Address 

A GREAT NAME IN COMFORT City State 
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AIR CONDITIONERS 
Tools of the Office 


(From page 52) 


“We believe that barring controls on the use of raw ma- 
terials in room air conditioners, within three years the room 
air conditioner will be one of the most important major ap- 
pliance industries since a room air conditioner offers a great 
many more comfort services than any other appliance manu- 
factured today.” 

Mitchell now offers a line of four units: 4% ton, % ton, 34 ton 


and 1 ton. “The % ton and 1 ton units are new in the 1951 line 
and incorporate the latest enginering advances in the air con- 
ditioning industry; particularly the Mitchell Dyna-Cooling prin- 
ciple and the special mount for the % ton unit called Mitchell 
Mount.” 

List price for Mitchell units are as follows: M-131, 44 H.P.., 
$229.95; M-121, % H.P., 329.95; M-341, 34 H.P., $389.95; and 
M-1001, 1 H.P., $469.95. 


United States Air Conditioning Corp., Como Ave., at 33rd 
St., Minneapolis, Minn. 

@ “At the present time, it is rather difficult to predict how long 

air conditioning equipment will be generally available,” they 

report. “We're running a full production program on our room 

air conditioners ; however, an increasing percentage of this pro- 

duction is being directed to defense orders.” 

Design of Window Type Room Air Conditioner has not been 
altered for 1951 production. This unit is available in 4 and % 
ton capacity, attractively designed to fit into any interiors. 
Compactly designed so that it protrudes into the room only 1 
foot. Built to efficiently cool, de-humidify, filter and circulate 
room air. 

While the basic design of 1951 model Store Conditioner has 


Left: Carrier Corp. Weathermaster. 
Right: U. S. Aireo Store Conditioner. 


Mitchell M-131 


York Corp. Model 24 


not changed much from the 1950 model, they have expanded 
the line. They now have a total of five sizes available—2, 3, 5, 
7% and 10-ton models. This now gives a size to fill the re- 
quirements of practically every size office. Requires a minimum 
of floor space; its smart appearance blends into any interior, 
and with the addition of heating coils, it fulfills all air condi- 
tioning requirements. 

“Office air conditioning is becoming a more and more im- 
portant item in all management plans. Although air condition- 
ing may not be considered a necessity in many offices, it is cer- 
tainly good public relations as far as employee and customer 
are concerned,” maker says. 


York Corp., York Pa. 

@ “All York Room Air Conditioners are currently immediately 
available despite rising consumer demands and cutbacks in 
essential though critical materials,” they report, adding that 


their complete line of room air conditioners boasts three new 
features for all its 1951 models: a design improvement in the 
new type rotary grill which permits air to be directed any- 
where and up to three directions at one time; more capacity, 
and the “lowest sound level ever attained in air conditioners 
of this type.” 

York reported that 1950 saw more offices air conditioned than 
during any previous period, and demands for air conditioning 
systems—central station systems, as well as medium sized pack- 
aged units and the smaller window models—have been definitely 
increasing. 

Other features: Thorough air distribution, completely her 
metically sealed leak-proof and tamper-proof refrigeration cir- 
cuit including the compressor; three kinds of insulation against 
“sweat” on the cabinet and noise; York Pump-Out swiftly 
clears a room of stale air; multi-blade turbo-type impeller in- 
stead of less efficient propeller fan; all air, recirculated as well 
as fresh outside air, is 7-ply filtered. 

Other York models than the one pictured: 4% H.P. window 
sill type, Model 13, about $340; 1 H.P. Console, Model 41, 
about $685; 1% H.P., Model 151, Twin Consoles, about $920; 
2 H.P. Twin Consoles, Model 201, about $990; 3 H.P. York- 
aire conditioner, Model 352, about $1,310; and 5 H.P. York- 
aire conditioner, Model 552, about $1,810. 

The latest York Corp. development in air conditioning equip 
ment for multi-story multi-room building applications such as 
office buildings, hotels, hospitals and apartment louses—-was 
unveiled earlier this year. 

York conditioners require a minimum of building space and 
are physically adaptable to existing buildings as well as to 
new construction. Only three pipes are required to install the 
units—chilled water supply and return, and drain piping. This 
design also minimizes the size of engine rooms since space 
must be provided for only a central water cooling system. 


WATER COOLERS 
Tools of the Oliice 


Ebco Mfg. Co., 401 W. Town St., Columbus, Ohio 

@ Their opinion is that small offices prefer the bottle water 
coolers as do many branch offices of nation wide concerns. 
Executive offices also find the bottle refrigerated compartment 
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(From page 54) 
cooler very satisfactory for conferences and board meetings. 

Larger offices and large branch offices with permanent head- 
quarters find the extra capacity of the pressure type coolers 
more in line with their needs. 

“All in all, the attractive appearance, compact design, are 
helping water coolers to find more favor in offices. Office man- 
agers for some time have been finding out what factory pro- 
duction managers know to be a fact. That is, that a cool drink 
of water is refreshing, renews energy, boosts efficiency and in- 
creases the morale of office workers too,” says John C. Boe- 
shaar, Ebco promotion manager. 

Ebco’s Oasis Model OB-R-S features a new, hermetically 
sealed, static condensing unit which makes possible the elimina- 
tion of the cooling fan. “This makes the new Oasis Cooler 
more quiet and eliminates vibration entirely.” Ebco says, point- 
ing out that elimination of the fan motor also reduces current 
usage. Other claims: The new model has fewer moving parts 
which makes ‘for less maintenance expense—fewer service 
breakdowns. The new static condensing unit increases operat- 
ing efficiency and performance standards. Besides supplying 
cold drinking water, unit keeps beverages in its refrigerated 
compartment and makes two trays of ice cubes. Price is $298. 

Ebco’s line of water coolers is composed of 12 models which 
range in price from $226.50 to $444. 


From the left: Temprite Model BTF; one of Ebco’s Oasis 
line; Fedder Model 3B-3. 


Fedders-Quigan Corp., Buffalo, N. Y. 


@ Offer a bottle-type cooler (Model 3B-3) for use where 
water and drain connections are inaccessible or impractical, or 


TOOLS 
FEATURE 
For May 


Mail Room 
Equipment and 
Floor Coverings 


where the local water supply is unpalatable. This model 


electrically-cooled, using Freon 12 refrigerant. 
ically sealed and lubricated for life. Housing in two-tone grey 


finish. 


Fedders-Quigan also makes a line of bubbler water coolers 
for use with a piped water supply. These models are of vary- 
ing capacity. Three models are air-cooled condenser-type 
are water-cooled. All of these units have Freon 12 refrigerat- 


ing units. 


Model 3F-4 is designed for installation where drinking needs 
are moderate. It is the lowest priced unit of this line. 
other models are 3T-6 (6-gallon capacity), and three 10- 
gallon units, 3T-10, 3TE-10W, and 3T-10W. 


have the water-cooled condensers. The 


Unit is hermet- 


two 


The 


The W models 
Model 3TE-10W 


explosion-proof for use in such plants as refineries, paint and 
chemical manufacturing operations or other hazardous loca- 
tions. In this model, all controls and electrical connections are 
sealed in explosion-proof condulets. The water-cooled conden- 
ser replaces the fan, eliminating possible danger from. static 
electric sparks. 


Frigidaire Div., General Motors Corp., Dayton Ohio 

@ Have a new 20-gallon capacity pressure-type water cooler, 
lower in height for greater ease to the user in drinking. This 
model will cool from 10 to 20 gallons of water per hour, from 
80 degrees on down to 50 degrees. It is equipped with a three- 
gallon reserve storage tank and features a shell and tube type 
cooling unit. Frigidaire says another advantage is a pre-cooling 
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@ Reduction in time-off due to 
sickness...machine and assem- 
bly shut-downs caused while 

oing for a drink of water... 

etter employee relations... 
those are important benefits 
of installing Fedders Electric 
Water Coolers. 

Medical, production and 
labor authorities over the years 
have recognized and approved 
the importance of sanitary, 
adequate, accessible and prop- 
erly cooled drinking water as 
essential to production. 


1. Cool, refreshing , appetiz- 
ing drinking water is 
necessary to health. 

2. Accessibility saves time 
losses due to long walks 
and ‘‘down time” fora 
drink of water. 

3. Bottle and bub- 
bler models avail- 
able for perma- 
nent and portable 
installations. 

4. Hermetically 
sealed refrigera- 
tion units J 
lubricated for life. 

5. Fedders 5-year 
Protection Plan 

uarantees per- 
ormance. 


Write for complete specifications 


Dept. OM-11 


FEDDERS-QUIGAN 


CORPORATION 
BUFFALO 7, N. Y. 
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WATER COOLERS 
Tools of the Office 


device which increases the capacity by more than 60 per cent. 
The bubbler, which responds to the touch of a finger, is finished 
in black Polystyrene and the control button and nozzle are 
chromium plated. Low-cost refrigeration is supplied by a rotary 
Meter-Miser compressor. The “Push-Back” glass filler shown 
in photo is accessory equipment, available at extra cost. 


Frigidaire Model PR-1020K, left, and 
General Electric pressure type cooler. 


General Electric Co., 5 Lawrence St., Bloomfield, N. J. 

@ announce a new pressure type electric water cooler which 
is available in 4, 7, and 10 gallons per hour air cooled, and 10 
gallons per hour water cooled. It features a new, cool green 
wrinkle finish which avoids fingerprint smudges and is easy to 
keep clean. Coolers have a satin-smooth stainless steel top 
scientifically designed to prevent spillage. The angle stream, 
non-squirt bubbler is of polished aluminum alloy, the water 
stream is angled to avoid water dripping back on nozzle from 
lips and the nozzle is slotted to prevent mischievous squirting. 
This unit contains a hermetically sealed refrigeration system. 


Nash-Kelvinator Sales Corp., Detroit, Mich. 
@ Model PE-3-R features the Kelvinator Polarsphere condens- 
ing unit. This is a hermetically sealed unit, forced air-cooled 
with sealed fan motor. The refrigerated compartment holds up 
to 32 small beverage bottles and has ample water cooler capac- 
ity for most offices. It has push-button door latch with integral 
lock and keys. List price is $318.50. 

Kelvinator models, manufactured and marketed by Ebco Mfg. 
Co., of Columbus, Ohio, range in price from $228.50 to $450. 
There are ten in the Kelvinator line. 


Temprite Products Corp., E. Maple Rd., Birmingham, Mich. 
@ Their water coolers are available with delivery time ranging 
from three weeks to two months. The material situation has 
not as yet affected production, however they expect that some 
cut back will be experienced within the next few months. Faster 
delivery can ordinarily be made when an order is received sub- 
ject to N.P.A. Priority Ratings. 

During the past year there have been several changes made 
in the Temprite line of self-contained drinking water coolers. 
These include an improved refrigeration control system; a new 
design refrigerant dehydrating unit; improved manufacturing 
procedure in the water storage tank and cooler, ete. 

Temprite has also moved from their old location in Detroit, 
Mich., to a new factory in Birmingham, Mich. “This move will 
enable us to increase our production considerably and at the 
same time assure a better product through improved production 
methods and facilities.” Temprite says. 

They have in the past year added two new self-contained 
water cooler models—one of the pressure-bubbler type and one 
of the bottle type. The Pressure-Bubbler Type cooler—Model 
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PB-4 was designed for the small office use. It incorporates a 
direct expansion counter flow type cooling system with a ca- 
pacity of four gallons per hour (no storage). Design and di- 
mensions conform in all outside respects to that of the rest of 
the Temprite Pressure Bubbler Models. 


OFFICE FANS 
Tools of the Oltice 


Chelsea Fan & Blower Co., 639 South Ave., Plainfield, N. J. 
@ They moved from Irvington, N. J. to Plainfield, N. J., al- 
lowing larger plant facilities and increased office space. No 
change in company policy regarding production and distribu- 
tion is reported. 

“We have found that more attention is being given to the 
ventilation of offices, which increases worker efficiency,” Chelsea 
says. 

“Type WPR Spin-It fans are a new innovation in fans,” 
Chelsea’s F. W. Lohman reports. “They have two-speed motors 


4, 


\ 
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Chelsea Fan & Blower Co.’s WPR-Spin-It. 


with thermal overload protection. They are reversible and can 
be used either as intake or exhaust fans.” 
Price $54.60 for WPRI6 (16” high), 
WPR22 (22” high). 
This firm makes other types of fans and window exhaust 
units. 


and $80.85 for 


Fresh'nd-Aire Co., 221 N. La Salle St., Chicago ; 
@ Producers of a varied line of air moving equipment, this 
company gives details of a new product, the F-12 floor circu- 
lator. Designed with attractive appearance in mind, without 
sacrificing functional efficiency, the unit is molded in two shades 
ot plastic with air louvers which “guarantee the ultimate of 
safety.” A conveniently located 3-speed switch permits a 
choice of air control. Prop size 12”. Sealed bearings; 120 
watts; current 115-volt, 60 cycles, a.c. 


Kisco Co. Adjusto-Air floor circulator, left, and G.M. 
Laboratories 24-inch Surf Model. 
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OFFICE FANS 
Tools of the Olftice 


Left: W. W. Welch Co. Twin Master Air Flight 
window fan; right: Samson United Corp. rubber- 
bladed Model 1046 N., 


G-M Laboratories, Inc., 4300 No. Knox Ave., Chicago 

@ The counter model Surf oscillating circulator has a 24” 
3-blade fan and a 3-speed motor. The unit is capable of being 
changed into a wall model by a simple screw adjustment. A 
safety feature automatically arrests oscillation during any ob- 
structed portion of the oscillation cycle. Has a tilting adjust- 
ment permitting 22% degee downward tilt, or 90 degree tilt 
up from vertical. Fan blades of aluminum; chrome guard. 
Base (15” dia.) mounted in rubber ring. Motor is ™%4-h.p. 
a.c. only, 105-120-volt, 60-cycle. Price is $107, including tax. 
Also make a floor model with telescoping pedestal with height 
adjustable from 5 to 8 feet, price $124.50, including tax. 


Left: Westinghouse Mobilaire 
Model 16MA-2; above: Fresh’ 
nd-Aire Model F12. 


Kisco Co., Inc., 2400 DeKalb St., St. Louis, Mo. 

@ introduced the Adjusto-Air circulator early this year which 
features a patented “Tilt-O-Top” for air direction in addition 
to the other advantages offered by floor-type circulators. Price 
is $38.95. Kisco makes 18 other types of fans. They observe 
that the floor model circulator is gaining “much wider accep- 
tance in the office field.” They report they are accepting orders 
and shipping merchandise from stock, but anticipate allocation 
of merchandise before the season is over because of the grow- 
ing shortage of raw materials. 


W. W. Welch Co., Glenn Bidg., Cincinnati, Ohio 

@ say they have broadened and increased the line by including 
three new models: Model No. 24 Twin Master Window Fan, 
which has the distinct advantage of offering 24” of fan blade 
area and yet because of its design may be installed in a steel 
casement window 18” wide; the second new model is the Air- 
Flight Special, a smartly styled, budget priced floor circulator 
molded in maroon and grey plastic. This unit requires no oil- 
ing as it features a completely sealed motor; the third new 
model is Four Winds Window Fan which also fits both sash 
and casement windows, and may be used as a table or desk 
fan or hung and used as a wall fan. 
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“A trend which is apparent is the increased shortage of mate- 
rials which may make fans more scarce later in the season,” 
Welch reports. “We are, however, amply stocked at the pres- 
ent time and are in a position to make immediate delivery.” 


Westinghouse Electric Corp,, Springfield, Mass. 
@ reports that their fan production during the first quarter 
of this year is substantially reduced—attributable to NPA 
Material Limitation orders, particularly M-12 covering copper. 
Varying types of fans and wide differences in fan markets 
have made equitable fan allocations to distributors hard to 
establish, Westinghouse told its distributors earlier this year. 
“As a result, we feel that the most equitable way to allocate 
fans is through our Welco District Appliance Managers, who 
best know your local fan market and your particular needs 
by models,” Westinghouse announced, advising that this would 
be the allocation method followed in the future. Distributors 
are asked not to place any orders until they receive their allo- 
cations, and then order only the quantities allocated. Conditions 
have caused Westinghouse to sharply limit or suspend produc- 
tion on nine different models. However, the company had an- 
ticipated conditions last Fall when they urged the distributor 
to place an initial fan order representing one-third of his esti- 
mated 1951 requirements. 
Samson United Corp., Rochester, N. Y. Jae. 
@ They make rubber-bladed 4-blade fans called the Safe-Flex, 
capable of being attached to a wall or for table use. No 
1244-N is a 12” fan, 2-speed and oscillating (Price $29.95). 
No. 1046-N is a 10” fan, oscillating (Price $21.95). 


ADDENDA 


(Not included in February Tools Feature) 


Roberts Numbering Machine Co., 700 Jamaica Ave., Brook- 
lyn, N. Y. 

@ The Roberts Rapidprint Model JR Attendance and Cost Re- 
corder, an automatic electric time-card recording machine is 
housed in a modern-styled cast case finished in an attractive 
grey-black crinkle enamel. The paper shelf, with an incorporated 
card guide, is polished chrome plate, and a white plastic indi- 
cator just below the clock dial locates the exact position of the 
print on the card. The clock may be set readily by depressing 
a small lever above the face and spinning the hands to the cor- 
rect time. The clock movement is driven by the same motor 
that operates the print wheels, assuming continuous synchronism 
between the wheels and the visible dial. 


Roberts Rapidprint 
Model JR attendance 


and cost recorder. 


The Model JR is available in AC or DC current, priced at 
$125. Although the machine can be arranged to print on either 
the right or left side of a time card, left-hand print has been 
established as standard and will be stocked. Two wheel arrange- 
ments can be supplied; four wheels with AM-PM wheel, hour 
and two minute wheels, or seven wheels with date and time. 
Year or prefix slugs can be installed as extra equipment. Min- 
utes or tenth hours will be furnished at no extra cost. 

Roberts also stock time-card racks and time cards for either 
job cost or attendance recording. Addition of the JR Recorder 
increases the Rapidprint automatic electric machine line to six 
models, including the well-known AR Time Stamp, Model ADN 
date and number, Model ARN time, date and number, Model 
AN number, Model ACS checksigner, and the Model AD 
dater and validater. 
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FOR FURTHER INFORMATION 


IN THIS two-part article on the current 
situation with respect to duplicatiing 
devices of all kinds, their uses and trends 
in their application, it has been imposs- 
ible to present full details of the lines 
of the manufacturers. Given below are 
the names and addresses of the manu- 
facturers contacted in the preparation 
of this article. They stand ready to fur- 
nish readers of OFFICE MANAGEMENT 
& EQUIPMENT with any specific infor- 
mation they may require. 


Stencil 
*Autocopy, Ine. 
464 W. Superior St., Chicago 
American Stencil Mfg. Co. 
2714 Walnut St., Denver, Colo. 
Beck Duplicator Co. 
18 W. 18th St., New York 
Dayton Typewriter Co. 
516 Wayne Ave., Dayton, Ohio 
*A,. B. Dick Mimeograph Co. 
5760 W. Touhy, Chicago 
*Duplicator Corp. (Gestetner) 
60 McLean Ave., Yonkers, N. Y. 
*Milo Harding Co. 
435 W. Pico Blvd., Los Angeles, Calif. 
Hart Mfg. Co. 
2400 Endicott St., St. Paul, Minn. 
Heyer Corp. 
1850 S. Kostner Ave., Chicago 
*Marr Duplicator Co. 
53 Park Place, New York 
Mid-Continent Sales Co. (Presto X, Dutch made) 
111 W. Jackson Blvd., Chicago 
Mimeo Mfg. Co. 
401 Broadway, New York 
*Niagara Duplicator Co. 
25 California St., San Francisco, Calif. 
Print-O-Matic Co., Inc. 
14-125 Merchandise Mart, Chicago 
*Rex-Rotary Distributing Co. 
128 W. 23rd St., New York 
Rutherford Duplicator Co. 
P. O. Box 13087, Houston, Tex. 
Speed-O-Print Corp. 
1801 Larchmont Ave., Chicago 
Technygraph Co. 
Techny, Ill. 


Offset Process 
*Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
*Davidson Mfg. Corp. 


1020 W. Adams St., Chicago (Convertible to Letter- 
press) 


Direct Process 

*Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
(also see Davidson under Offset) 


Spirit 
American Photocopy Equipment Co. 
2849 N. Clark St., Chicago 
Copy-Plus, Inc. 
2817 W. Carmen St., Milwaukee, Wisc. 
*Ditto, Ine. 
2243 W. Harrison St., Chicago 
Duplicopy, Inc. 
224 W. Illinois St., Chicago 
*Old Town Ribbon & Carbon Co. 
750 Pacific St., Brooklyn, N. Y. 
*Omega Duplicator Co. (custom built) 
24 E. 21st St., New York 


38 OFFICE MANAGEMENT AND EQUIPMENT 


*Rex-O-Graph, Inc. 
7840 W. Hicks St., Milwaukee, Wisc. 
*Vivid Systems Division, L. C. Smith & Corona Type- 
writers, Inc. 
Syracuse, N. Y. 
*Standard Duplicating Machines Corp. 
1935 Revere Beach Pkwy., Everett, Mass. 
*Wolber Duplicator & Supply Co. 
1201 Cortland St., Chicago 
Wright Co. 
304 S.E. Oak St., Minneapolis, Minn. 
Gelatin 
*Beck Duplicator Co. 
18 W. 18th St., New York 
Columbia Ribbon & Carbon Mfg. Co. (small pad) 
Herb Hill Rd., Glen Cove, N. Y. 
*Ditto, Inc. 
2243 W. Harrison St., Chicago 
Hectographia Corp. (small pad) 
110 W. 17th St., New York 
Heyer Corp. (small gelatin roll models) 
1850 S. Kostner Ave., Chicago 
*Vivid Systems Division, L. C. Smith & Corona Type- 
writers Ine. 
Syracuse, N. Y. 


Photocopy 


*American Photocopy Equipment Co. 
2849 N. Clark St., Chicago 
Duophoto Corp. 
28 W. 25th St., New York 
General Photo Products Co. 
15 Summit Avenue, Chatham, N. J. 
Gwenly Co. 
175 Fifth Ave., New York 
**Haloid Corp. 
256 Haloid St., Rochester, N. Y. 
Hunter Electro-Copyist, Inc. 
566 Spencer St., Syracuse, N. Y. 
F. G. Ludwig Associates 
Pease Rd., Woodbridge, Conn. 
**Photostat Corp. 
Industrial Trust Bldg., Providence, R. 1. 
**Orco Cameras 
112 Liberty St., New York 
**Remington Rand, Ine. ‘ 
315 Fourth Ave., New York | 


Diazo 


Chas. Bruning Co. 
100 Reade St., New York 
Ozalid Div., General Aniline & Film Corp. 
Johnson City, N. Y. 
Paragon-Revolute Corp. 
77 South Ave., Rochester, N. Y. 
The C. F. Pease Co. 
2631 W. Irving Park Blvd., Chicago 


Office Composing Machines 
Ralph C. Coxhead Corp. (Varityper) 
720 Frelinghuysen Ave., Newark, N. J. 
Fairchild Instrument & Camera Co. (Lithotype) 
88-06 Van Wyck Blvd., Jamaica. N. Y. 


Electric Typewriters 
International Business Machines Corp. 
590 Madison Ave., New York 
Remington Rand, Inc. 
315 Fourth Ave., New York 
Royal Typewriter Co., Ine. 
2 Park Ave., New York 
Underwood Corp. 
1 Park Ave., New York 


Facsimile 


Facsimile & Electronics Corp. 
Passaic, N. J. 

Times Facsimile Corp. (Stenafax) 
229 W. 43rd St., New York 


Xerography 
Haloid Co. (Xerox) 


256 Haloid St., Rochester, N. Y. 


* Make one or more electric models. 
** Can enlarge or reduce. 
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Office Duplicators 
(From page 45) 


Photostat Corp. points out that the paper for their 
machines is made exclusively for them by the East- 
man Kodak Co. This paper, they say, will photograph 
any subject whether it be plain black and white or in 
color or combination of colors. The copies will show 
the original colors as relative shades of grey and 
black. Haloid makes and distributes its own ‘paper 
products direct to the consumer. ; 


The Junior has wide use in colleges for the dupli- 
cation of student records; police departments for 
ballistics reports, fingerprint and criminal photograph 
cards, and other types of police paper work; and many 
types of office systems. 

Remington Rand, Inc., accents the systems applica- 
tions of the Dexigraph of which there are variations 
of two basic models, also referred to as recorders. 
This lens-type photocopying unit uses pre-cut sensi- 
tized paper, has been fitted into many systems. 

Dexigraph is being used advantageously by several 
railroads in the preparation of passing reports at rail- 
road junction points and bills of lading or LCL 
Shipping Orders. 

Many county registrars’ offices use Dexigraph for 
indexing deeds by photographing. panels of visible 
index cards and binding the pages on an annual as 
well as on a 10-year basis. 

Officials of the Oil Workers International Union in 
Denver, Col., report that they have reduced the costs 
of paper work by the use of Dexigraph equipment. 
T. M. McCormick, secretary-treasurer of the union, 
claims that copies of documents which were formerly 
typed manually and proofread, are now produced for 
three cents a page. In conjunction with its Dexigraph 
camera, OWI has a new air-conditioned darkroom 
fully equipped with Dexigraph processing equipment. 

“Since our developing process is a completely sepa- 
rate operation, bottlenecks are eliminated,” another 
official of the union said. “Photographing and proc- 
essing can go on at the same time. Exposed prints are 
placed in light-tight transfer boxes and are developed 
when convenient, as many as ten at a time.” 

Dexigraph employed here will take any document 
up to 14 by 17 inches at 70% or greater reduction. 
The picture taken of each instrument is a negative 
which is kept for reference in special binders. The 


The Apeco Continuous Copier 
original goes back to the file for safekeeping. 
“Same size” contact photocopiers run from the 
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simply constructed, easy to use box units which are 
well suited for departmental copying of highly confi- 
dential documents, to the large size units for the copy- 
ing of engineering drawings. 

Where the operator has material to be copied 
which is on one side of fairly translucent paper, the 
light goes through this sheet and exposes the sensi- 
tized paper. This gives a “right reading” white on 
black negative. But where the material to be copied 
is on both sides of the paper, or where the single side 
material is on highly opaque paper, then the light is 
sent through the sensitized paper first. The light 
strikes the original and “bounces back” from the white 
areas of the original, though not from the black areas 
of the written material. When the operator has to re- 
sort to this technique, he gets a reverse negative from 
which he must reprint to get the readable copy. 

A compact, mobile unit of this type is the Copy- 
Cabinet made by the American Photocopy Equipment 
Co. Composed of an exposing unit, the vertical tanks 
for developing and fixing, and an electric drying unit, 
the Copy-Cabinet can make copies up to 12 by 15 
inches. When the top of the cabinet is opened it is 
ready for use. No special dark room is needed. Other 
types of Apeco equipment include a set of the ex- 
posure unit, trays and drier called a table-top unit, a 
box printer and a continuous electric driven copier 
which it is claimed can expose over 350 copies up to 
18 inches wide per hour. 

One of the largest of the contact printers is made 
by the Hunter Electrocopyist Co., which has wide use 
in machine tool manufacturing companies and = in 
engineering offices for the reproduction of large 
prints. Probably the smallest of the light boxes is 
that sold by F. G. Ludwig & Associates. ‘This portable 
model measures 10 by 8 by 2 inches deep and is de- 
signed primarily for book page copying by the use of 
an inflatable Vinylite plastic cushion which causes the 
sensitized paper to be molded to the contour of the 
opened book. A larger model is the Portagraph, made 
by Remington Rand. 


XEROGRAPHY is the name of the newest basic prin- 
ciple of reproduction, having been introduced in 
1948, and is still in the process of development. ‘The 
Haloid Co., developers of the process in collaboration 
with Battelle Memorial Institute, Columbus, Ohio, 
describe Xerography as a dry, electrical direct positive 
process. 


WITH XEROX EQUIPMENT, anything written, 
typed or drawn, can be copied or duplicated in sizes 
up to 814 by 13 inches. The same types of copy can 
be reproduced on offset paper masters for quantity 
production. 

This equipment is composed of the Xerox Camera 
No. 1 which permits copying material that has text 
or images on both sides of the paper; the Xerox 
Copier Model A, designed for copying material with 
text or images on one side of the paper only by con- 
tact method; and the Xerox Fuser which takes be- 
tween two heated platens the paper or master to 
which the material has been transferred, making the 
text or image permanent. (To page 60) 
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It costs very little to seat a 
girl in a chair that helps her 
do her job well. Your Stur- 
gis dealer will bring it to 
your office for a free trial. 


Good office seating is an in- 
vestment. Bad seating is ex- 
pensive. Write for your Sturgis 
dealer’s name and our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting”. 


THE - 


POSTURE CHAIR CO. 
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The Haloid Co. describes Xeroprinting as “a 
process of printing by means of powder applied by 
electrostatic transfer to paper or other materials, in- 
stead of the usual way of applying ink by pressure to 
make impressions.” At the time of Xerography’s 
debut, a laboratory model printing machine printed 
at a reported rate of 1,200 web feet a minute using 
xeropowder applied by electrostatics. 


SUPPLIES DEVELOPMENT in offset duplicating 
has followed machine improvement closely. Not only 
have Addressograph-Multigraph and Davidson assidu- 
ously over the years developed materials with height- 
ened applicability, but independent manufacturers 
in the duplicator supply field, such as Columbia 
Ribbon & Carbon Mfg. Co., Inc., Mittag & Volger, 
Inc., Old Town Ribbon & Carbon Co., Polychrome 
Corp., Remington Rand, Inc., and others have aided 
in this development. 


As an example, Columbia Ribbon & Carbon offers 
their Colitho Direct Image paper plate. Introduced 
toward the close of the war, Columbia reports that 
within the past year they “have incorporated a more 
closely controlled manufacturing method which has 
given us a master paper in which we can maintain 
absolute consistency from one mill run to the next.” 


A line setting ticket, or production order system 
is built around the Colitho paper plate at the Truck 
Plant of the International Harvester Co., Inc., in 
Chicago. The Standard Register Co. supervised this 
installation. An important quality of the Colitho 
paper plate is that it can be folded for mailing with- 
cut impairment of the master’s duplicating qualities. 

Remington Rand introduced last year the Plasti- 
photer, for use with the Remington Rand’s Plasti- 
plates for offset duplication of such material as 
illustrated bulletins, color work, halftones, forms, etc. 

Plastiplates are ready for exposure in the Plasti- 
photer after hand application of a prepared mixture 
called Plastiprime, exposure and “wash-off.”  Plasti- 
plates give up to about 5,000 copies and can be filed 
for re-runs. The Plastiphoter will handle plates up 
to 2014 by 151% inches for use on the Multilith 2066, 
Davidson Dual, and the ATF Webendorfer offset 
printing machine. 


NEW AUTOPOSITIVE PAPER 


With Eastman Kodak Co.’s Autopositive Paper 
firmly established as a contact printing medium, they 
now report an increasing demand for the same emul- 
sion on a tougher paper base of greater translucence, 
permitting line removal with an ordinary pencil 
eraser. This product, probably to be named Koda- 
graph Autopositive Translucent Paper, will be avail- 
able generally around the country in June. 

Claims for Kodagraph Autopositive Paper are that 
it is the only silver-sensitized intermediate material 
that can be handled in room light, can be exposed on 
ordinary blueprint and direct process machines, and 
gives a positive directly from a positive in one step. 
The duplicating department supervisor will be intro- 
duced to other new Eastman Kodak Co. sensitized 
papers and films later this year. 


AND EQUIPMENT 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
To be announced at a later date. 


April, 1951 


Learn how good your 
photocopy machine 


really is... 


You'll start to get full value 
from your present photocopy 
machine the day you switch to 
this new Kodak paper. 


Then, you'll see your letters. re- 
ports, charts, and other work repro- 
duced with a new sparkle—every 
detail needle-sharp . . . in dense 
photographic blacks, clean whites. 


Kodagraph Contact Paper has a 
new emulsion, a new base . . . that 
set new standards for contact photo- 


copying . . . and it’s much easier to 
use because of its wide latitude and 
amazing uniformity—from sheet to 
sheet, package to package. These 
features allow you to trim your op- 
erating costs—eliminate the need for 
wasteful trial-and-error testing . . . 
split-second timing. 

But see for yourself how you can 
step up quality ... and save ... with 
your present machine. Just be sure 
to specify Kodagraph Contact Paper 
next time. 


[Xodagraph Contact Paper 


4‘ THE BIG NEW PLUS”’’ IN THE OFFICE-COPY FIELD 


‘Mail coupon 
for 
free booklet 


EASTMAN KODAK COMPANY 


Industrial Photographic Division 


Rochester 4, N. Y. 
72 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new free booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 


Company 


Street 


City 


dalk 


Zone____ State 
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Important Office Executives 
Read Office Management 
and Equipment cies 
because... 


it is edited ‘solely for office 
executives .. . the only maga- 
zine dealing exclusively with 
their office problems. OME’s 
pages offer ways to attain 
more efficiency, meet person-. 
nel problems, speed up office 
production, promote smooth, 
low cost office operation. 


That's why your advertising of office equipment machines and supplies can 
get such thorough reading and ready response from those responsible for 
office management and the purchase of equipment, supplies and services. 
Your products and services should be regularly exposed to this concentrated 
audience of office executives: presidents, comptrollers, treasurers, general 
managers, auditors, purchasing agents and office managers. You are buying 
all usable premium circulation! 
You can reach this OFFICE MANAGE- 
MENT AND EQUIPMENT’s concen- 


trated office executive audience every 


INTENSE READERSHIP 


It is read and re-read by 


month. 12 full page advertisements 
the office management 


executives you want to in black and white cost less than a 
reach and sell. single insertion in many of the gen- 
* eral business publications. 


CIRCULATION 7 
a Rn oy a te Send for a copy and advertising data so you 
agement executives can examine it in your office! 


an exclusive audience. 


GEYER PUBLICATIONS 


Business Paper Publishers Since 1877 
212 FIFTH AVENUE, NEW YORK 10, N. Y. 


Offices in 


BOSTON * CHICAGO °¢ ST.LOUIS * DENVER * DALLAS 
JACKSONVILLE * SEATTLE * LOS ANGELES * SAN FRANCISCO 


| Exclusively for the dealers who sell 
the largest volume of office equip- 
ment, machines, stationery and 
supplies. All trade circulation, no 
dilution. Oldest in the field — 
Established in 1877. 


SPORTS AGE 


Modern King-size business 
magazine of sports equipment serv- 
ing the American sporting goods 
retailers and wholesalers — better 
display—no ad crowding — out- 
standing editorial features. 


The only 

audited trade magazine 

with full national circulation, cov- 

ering the complete field of gifts 
and 


The dealer-buyer product and mer- 
chandising authority for 34 years. 


These Three Other Geyer 
Specialized Magazines 
Stand Out In 
The Fields They Serve. 


GEYER’S TOPICS 


—— 


ive ace jes... 


All Geyer Publications 
are members of 
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A TIME AND MONEY-SAVER... 


for salesmen... ideal for route lists, record 
of calls, and other pertinent data. Can 
be carried conveniently . . . ready for 
instant reference. 


for executives ... the perfect answer to 
those small and personal records — 
records which every executive needs to 
have at his fingertips. 


for credit or payroll depts., ete. . . . records such as these, which 
naturally break down into groups, are 
ideally suited for housing in book units. 


for the home . . . because of its convenient 


size and portability, Victor Book 
Visible is ideal in the home for budgets 
and other family records. 


April, 1951 


VICTOR BOOK VISIBLE 


instant reference 
to needed records 


anytime...anywhere 


signals tell . 
special attention or follow-up, eliminating the 
need of referring to each individual listing. 


. at a glance, which items need 


easy-shift pockets . . . of the wood-lug type 
mean up-to-date records. Pockets can be shifted 
singly or in groups. 


several sizes .. . and capacities of Victor Book 
Visible available. Constructed of metal or bound 
with pyroxylin coated luggage cloth. 


stock forms .. . are available for almost any 
type of record to fit your requirements. Your 
dealer can help you select the forms you need. 


visible margins .. . 4" wide and fully pro- 
tected assure instant finding of individual sub- 
jects, no matter how classified. 


ey AT YOUR waaaanst 
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The Finest in ° .. 


POSTURE 
CHAIR 


that has Everything 


TAYLOR 


Exclusive, hinged, Comfort-Contoured, 
Follow-through Back ... 


4802 

Foam rubber cushioning 
gives the most comfort 
ever built into a chair. 
Has luxury—comfort tilt- 
drop seat. 


Erect or tilt, it is comfort 
built. 


Write for literature and name 


of nearest dealer. 


The Taylor Chair Company 


BEDFORD, OHIO, U.S.A. ae © eee 1816 
e: 4 1 ad > a cae 
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Punched Card Systems 


(From page 32) 


Such “know-how” must be available within an 
organization to whatever degree is commensurate 
with potential use. It is not satisfactory to rely com- 
pletely on the manufacturer, or a competitor using 
the machines, for what in the last analysis is personal 
judgment. Many times the best of several ways of 
doing a punched card operation is one at widest vari- 
ance with the normally accepted manner of accom- 
plishing clerical work. 


Many punched card systems functioning perfectly 
today do not take full advantage of the capabilities 
available. Such systems are often based on previous 
operating techniques and not on the punched card 
concept. 


As machines are improved for speed, function and 
accuracy, new methods become available. Cards may 
eventually contain instead of holes, symbols invisible 
to the eye. Regardless of any changes, however, the 
concept of punched cards as a communication system 
will essentially remain unchanged. 


The careful executive will not overlook the ques- 
tions and problems which will descend on his office 
with the new systems. He does not need to decide 
whether to use punched card equipment but rather 
how much. His chief problem is one of conveying 
the punched card concept to his employees, of empha- 
sizing that the open mind should be a habit of think- 
ing, that methods at variance with the accepted may 
also be sound and efficient. 


When using a telephone we often consider it a sim- 
ple way to communicate with our neighbor across the 
street; simpler than walking over there. The thinking 
executive, however, knows how complex such a tele- 
phoning operation really is, with the tremendous 
research, engineering and energy already expended, 
being expended and to be expended on it. With this 
same perspective he can intelligently approach the 
communication system of punched cards. 


Second article in the May issue 


Bomb Protection 
(From page 35) 


Elevators are immediately returned to street level 
when the alarm sounds and operators report to the 
building warden for special duties. Noise or confu- 
sion cannot make his instructions unintelligible, nor 
can they be misunderstood, for the warden merely 
hands the operator a 2 x 5 inch Masonite hardboard 
tag describing a specific assignment—perhaps shutting 
off an escalator or directing pedestrian traffic to Con- 
course shelter areas. 


Behind the scenes, personnel also go into immedi- 
ate action. An electrician is at his post at the build- 
ing’s main switchboard and engineers simulate cut- 
ting off steam, illuminating gas, and refrigeration 
machinery. Elevator mechanics and other mainte- 
nance personnel stand by for emergency assignment. 

Simulated incidents bring into play a large mobile 
emergency truck with several types of fire extinguish- 
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MAN Is 
HAPPY! 
WHY? 


because—his NEVA-CLOG J-30 STAPLER is BUILT TO LAST 
...and these days that’s important! 


Pinch Point Staple 
Pierces better, easier: no burrs, 
no rough spots, always uniform. 


NEVA-CLOG 
STAPLES 
NEVA-CLOG Products, Inc. 
Logan Street, Bridgeport, Conn. 
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GOT THESE OFFICE 
PENCIL WOES? 


WEAK LEADS... 
that flake and break? 


- TEX iNSOLUBLE © 1818 CARMINE 


Yu 


GRITTY POINTS... 
that scratch and "catch"? 


E€OLOR 


5 
F 


's 


vsia GENERAL 


MESSY ERASERS... 
that smear and smudge? 


Convert All These "Trials" 
Into Satisfied Smiles 


Give your Office Personnel 


GEN ERAL’S “Carbo-Weld" PENCILS 


Extra-Smooth - Extra—Strong 


Semi-Hex Office Pencil 5 degrees: No. 1-2-2 2/4-3-4 


Color-Tex 
Thin Lead Colored Pencils 
(Wet-Proof) 
In sets of 12 and 24 assorted brilliant colors 


ORDER THEM FROM YOUR DEALER 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 


ers, floodlights, gas masks, oxygen equipment, lan- 
terns, asbestos gloves, and first-aid materials. Hand 
fire trucks are placed in each building, and more than 
3,500 fire extinguishers, including soda acid, CO?, 
dry chemical, and foam types are available in the 
Center. Helmets, arm bands, and whistles identify 
civilian defense workers, aiding discharge of their 
duties. 

Red Cross classes held in the Center's gymnasium 
are open to the entire personnel, and here volunteer 
members of the first-aid units are trained. 

The medical staff of the Center’s own dispensary on 
the second floor of the RCA Building, consisting of 
four physicians and several nurses, directs its first-aid 
program. ‘Ten casualty stations for advanced first-aid 
treatment have been designated in the Center's vari- 
ous buildings, and locations have been chosen for 
storage of medical and first aid supplies to further 
quick distribution. The head physician has made a 
thorough study of needed supplies, resulting in pro- 
curement of carefully selected emergency equipment, 
rangiug from scores of stretchers, cots, and blankets, 
to morphine, ointments, bandages, and chlorine tab- 
lets for water purification. 

A survey has been made of tenant medical person- 
nel and facilities—such as the medical departments of 
NBC and Esso—which can be called upon to supple- 
ment the Center's own medical resources. 


Management Seminar 
(From page 37) 


and theories than we do about people.” He con- 
tended that one of the solutions to the manpower 
crisis is more effective training on the job. High turn- 
over and poor production is caused by the neglect of 
the educational approach, according to Mr. Reed. 
“Too often we dump people into jobs and just hope,” 
he said. 

C. Arthur Hemminger, public relations director, 
American National Bank & Trust Co., Chicago, con- 
tended that although manpower curtailment may 
mean curtailed services, customer routines could be 
simplified and still give the customer what he wants. 
He stressed the importance of promoting better un- 
derstanding. “We must make a good impression on 
our customers to offset their dissatisfaction at loss of 
products or services,” he said. 

H. A. Wichert, immediate past president of the 
National Office Management Association, pleaded for 
more “heart” in business. “There is too much em- 
phasis on specifications, techniques and organization 
charts as such in business,”” said Mr. Wichert, who is 
administrative assistant of the Fairmont Foods Com- 
pany, of Omaha, Nebr. 

Mr. Wichert decried such characters in top man- 
agement as Pessimist Pat, Protocol Pete, Detail Dan, 
Hot-head Harry, Tactless ‘Tom, and other relatives. 
Top executives who surround themselves with such 
characters prevent people from full accomplishment 
and hold back productive effort, according to the 
former NOMA chief. 

Mr. Wichert advised business to take more time to 
cooperate with youngsters in schools. “If we are to 
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ctor, 
con- OMFORTABLE Office furniture means easier working 
may and more efficiency. That’s because “business liv- 
d be ing” conditions are better! 
ants. And that’s what users get with famous Invincible 
 un- “MODERNAIRE” steel desks, tables and files. Eye 
n on appeal? One look will tell you! Durability? They're 
ss of Invincible! Economy? They were designed with that 
thought in mind! Comfort? Look at their size, height, 
he drawers and tops! Application? There's an exact model 
1 for desk, table and file for every office need, plus a choice 
, 7 of top, drawer and pedestal arrangements. 
ses ' For complete information about Invincible up-to-the- 
ition Exvolusive , minute line of “MODERNAIRE” steel office mas 
ho ” pags designed to make business living better — see your 
Som- Concealed Safe Unit is a oe. nearest dealer or write the factory direct. 
to INVINCIBLE users because 
only INVINCIBLE has it! It 
et {inl boner "as hoane or office. 
Dan, : 
Lives. 
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ment 
the 
REG. U. S. PAT. OFF. 
ne to am INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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save our American competitive system from undue 
criticism and misunderstanding, management people 
must take more time to visit with students instead of 
being continually ‘too busy’,” he said. “Fellow trav- 
elers work the clock around trying to sell their 
system.” 


Commenting on the interest of career girls in the 
chapter's office equipment display, Mr. Wichert said: 
“Well, it was the littke woman who spurred the de- 
velopment of such domestic gadgets in the home as 
the vacuum cleaner, the dish washer, and the washing 
machine, and since we are looking more and more 
to the girls in our offices to pull us out of this mess, 
it looks as if there will be real incentive for us to 
provide the proper equipment. At least that is why 
we are here to study what the market offers in the 
way of labor-saving devices for offices.” 


Seventy-seven manufacturers of office equipment 
and systems exhibited the latest working tools. One 
English concern, Powers-Samas Ltd. of London, made 
a bid for the American market with a line of punch- 
card accounting machines with a wide flexibility of 
use and application and the statement that the 
smaller size and lower cost of their operation will 
bring the benefits of punch-card accounting to a large 
number of smaller companies who have heretofore 
not felt justified in using this type of system. 


As a hedge against the loss of irreplaceable records 
by air raids, many executives are considering the 
storage of duplicate records in remote areas. The 
booths showing the latest in microfilming equipment 
received attention from this group. 


A new development in the “Cold-Type’’ process 
shown was a machine for form work which ruled fine 
lines and leader lines and set copy in the same opera- 
tion. Type faces are changeable during the opera- 


ie ' he tion. 
oe Ad, Z 2 The latest in duplicating and dictating machines, 


: typewriters, addressing machines, adding and calculat- 
marking crayons ing equipment, filing and time keeping methods, and 
furniture from the president’s office down to the mail 

room were displayed. 


STAONAL Crayons fill every bill be- Over the years, Midwest business men have learned 
cause they are made for every purpose. that here in one place in this exhibit is the oppor- 
Waterproof or washable — permanent, tunity not only to see the new developments designed 
semi-permanent or temporary, as re- to keep their offices at top efficiency but also to have 
quired—black, white or colors. the products demonstrated in actual operation. 


Kenneth McFarland, special representative of the 


Ne. 1—for general checking Reader’s Digest and of General Motors Corporation, 


No. 1—CT SPECIAL—For China, Tin and other 


eiiatiisitetiiniens and superintendent of schools at Topeka, Kansas, gave 
No. 2—For general marking and express packages the executives a timely message on the need for a 
No. 3—Bowling Alley crayon, round or hexagonal continuing public relations program in present-day 
No. 4—For Glass, Cellophane, Plastics, Wax Paper management planning. His inspirational talk blended 
No. 5—For Leather, Fabrics, miscellaneous marking information with good humor in a fitting climax to 


No. 9—For marking Dry Lumber the seminar. 


No. 11—For marking Rubber 


No. 29—For Green, Wet or ay Lumber ; Aid To Office Machines Announced 
No. 295—For Silk, Rayon and similar fabrics @ The Merix Chemical Co., 1021 East 55th St., Chicago, 
Gold Medal Products Lead on Merit | now has available two new anti-static compounds, No. 79 


and No. 79-OL, which are said to be of great help in the 
business office. The compounds have been found to elimi- 
nate static and static-caused clinging together of paper 
when used on machines such as mimeographs, electronic 
recorders, microfilmers, and others. Dangerous electrical 
shocks, too, are prevented by use of the compounds, which 
can be either sprayed, wiped, or brushed on to machines. 
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ple 
= | executive office group 
eir | 

the most important 
he ; Presentation in this field 
id: ; in 10 years. 
de- | A highly flexible series 
as | of office furniture 
ing units, permitting over 100 
ore ; custom-planned 
55, \ | variations. 
to | Created by architect-designer 
hy 7 George Nelson .. 
the your answer for your 

most exacting 

customers 

ont | 
ne | 
de | herman miller furniture company 
-. | zeeland, michigan 

| 
of | Nationally advertised. Write Dept..O M-4 
the | for illustrated brochure. 
vill | 
rge showrooms 
ore | See eaarepve, now ork 

| exhibitors building, grand rapids 

8806 beverly bivd., los angeles 
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scout - PLYMOUTH RUBBER COMPANY, INC. — 
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No USE 
LOOKING, 
OSCAR... YOu 


CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


“OUTLOOK” 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
— to register with only what you want to show on your 
checks. 


MIRTE TAY!) Send us check you are now using and we will submit 
\ sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


ANY 
902 


Originoters of “Outlook” Envelopes. Est. 1 


COMING EVENTS 


WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! Hardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few frail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE.. 
the world’s finest for more than 20 
years! And for greatest satisfac- 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER. 
Top quality materials and skillful, 
watch-like precision characterize 
every detail of manufacture. 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, you'll get bigger 
value. Today .. ask your dealer to 
show you the complete ACE line! 


fant «5 gorge 
PS gieae eh 


15 NORTH ASHLAND AVENUE 


« CHICAGO 13 


Society for Advancement of Management 
April 19th-20th 
6th Annual Time Study & Methods Conference 


Statler Hotel, New York 
Paris Fair (Paris, France)...... April 28th-May 14th 


Insurance Accounting & Statistical Association 
May 14th-16th 
29th Annual Conference and Business Show 


Palmer House, Chicago 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment Exposition 


7ist Regiment Armory, New York 


Life Office Management Association. .May 21st-22nd 
Spring Conference 


Mayflower Hotel, Washington, D. C. 


American Association of Railroads..June 11th-14th 
5th Annual Convention — Accounting Division 


Hotel Biltmore, New York 


Life Office Management Assn...September 24th-26th 


Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. . October 7th-1lth 


64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. J. 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 


Shoreham Hotel, Washington, D. C. 


1951 National Business Show ....October 22nd-27th 
Sponsored by Office Executives Association of 
New York 


Grand Central Palace, New York 
National Business Teachers Association 


December 28th-30th 
1951 National Convention 


Palmer House, Chicago 


American Management Association— 


Divisional Conferences. 


PI sink xuctoeeertnndeevauas April 17th-20th 
Auditorium, Atlantic City, N. J. 


IER uitcerettevcatiwasaneminn che May 14th-15th 
Statler Hotel, New York 


General Management................... June 7th-8th 
Waldorf Astoria, New York 


National Association of Cost Accountants 


Regional Cost Conference.............. April 6th-7th 
Shamrock Hotel, Houston, Tex. 


International Cost Conference........ June 24th-27th 
Palmer House, Chicago 


Correction, Please! 

On page 47 of the March issue, the incorrect address 
was given for the Intasco Corp., makers of the aluminum 
posting tray pictured there. The ¢émipany is located at 
3021 West Carroll Ave., Chicago, and not at 3201 as stated. 
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up the Sengbusch line. 


Sound design and attractive styling make them easy 
to use. Your office workers get more work done with 


greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just ask 
your stationer for the complete Sengbusch line. It is 
attractively priced — saves you money as well as time. 


Beautiful Handi- Pen pe sets for easy, effortless = 
writing. A complete line of moisteners to fit any need. a Office —_ a 
Time-saving Kleradesk. Heavy-duty Cata-RacK for 
catalogs and books. All these aids and more too make 


Kleradesk 
(Steel ond 
Steeless) 


; Sonitouch” 


Moistener 


No-Over-Flo 
Sponge Cup 


SELF-CLOSING INKSTAND CO., 131 Sengbusch Bldg. © Milwaukee 3, Wis. 


| Kee Jectric 


n Paper — 


The Combination gives a per- 
fect sheet of Car for this 
yy ae = The percent- 

is surprising. 
Send , * “pamgiee. No obliga- 
tion whatever. 


Kee Lox Manufacturing 


Rochester 1, N. Y., U. S. A. 
Branches in Most Cities 


A Few Districts in Foreign Countries Still Open 


for Exclusive Distribution. 


KEE ]ox, 
KEE-LECTRIC 


A NEW CARBON PAPER 


Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Scientific coating for wear and cleanliness. 


| Kee Lox Mfg. Co. 
Co. Rochester 1, N. Y., U.S. A. 
, Yes, Please send Free Samples. No obligation. 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for Acco on your fasteners. 
ACCO PRODUCTS, Ine. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


& Wa ° Saf 
= = 
ACCO FASTENER 


HIB, bYERY , Wess 
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, money saving 

of duplicating many runs of 50 to 100 
 dapheedl npliling eetlan, tophd te doi 

\ Flat metal pan stores easily when not in use. | 
t Refill—Brilliant copying composition for re- 4 
newing any pan duplicator is simply heated | 

and poured from can making possible i 

many more quick and easy copy runs. A 


% | "Write for 
; Complete Catalog 


Z \ 


i 
MA Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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PEOPLE IN THE NEWS 


Lawrence M. Clyde has recently been appointed control- 
ler of the Espey Mfg. Co., Inc., 528 East 72nd St., New 
York, manufacturers of electronic equipment. Mr. Clyde 
formerly headed his own industrial engineering and public 
accounting offices. 


Dr. Fred Tidwell, head of the department of business 
education at the University of Washington, has been ap- 
pointed as special consultant in that same field, to Gray 
Mfg. Co., 521 Fifth Ave., says that company ’s president, 
Walter < Ditmars. Dr. Tidwell will help in the creation 
of a comprehensive high school and college training pro- 
gram in the use of the company’s Audograph sound-writ- 
ing machine. 


Two new district managers have been announced by the 
McBee Co., Athens, O., producers of special accounting 
equipment. William J. O’Dell assumes the Chattanooga, 
Tenn. post, and Warren B. Brooks has been appointed in 
Seattle, Wash. Both men have been with the company 
for several years. 


James A. Marohn has been named vice-president and 
treasurer of the Noma Electric Corp., New York. For- 
merly controller and treasurer of the company, Mr. 
Marohn joined the firm in 1946. He is a member of the 
Controllers Institute of America and the American In- 
stitute of Accountants. 


William R. Gerhardt is the new assistant director of 
procurement for Remington Rand, Inc., New York. He 
will supervise procurement of basic items including lumber, 
ferrous and non-ferrous metals, textiles, and paper. 


Two men have recently been named as agency managers 
by the Marchant Calculating Machine Co., Oakland, Calif., 
it is announced by Edgar J. Jessup, president. 

Robert H. Paulus has been promoted to the Salt Lake 
City managership, and Al L. Johansson to a like position at 
the company’s Stockton, Calif. branch. Both men had been 
sales representatives for Marchant prior to these appoint- 
ments. 


John B. Thorsen, previously branch manager in Rock- 
ford, Ill., has recently been appointed executive assistant 
at the world headquarters of International Business Ma- 
chines Corp., 590 Madison Ave., New York. 


ASSOCIATION NEWS 


All of the tools for office transcription as well as the 
equipment and supplies for related office activities were 
on display and demonstration at the fifth Little Business 
Show of the Transcription Supervisors Association of 
New York, held recently at Oscar’s Oldelmonico Restau- 
rant in New York. Attendance at the dinner which pre- 
ceded the show was large, and carried over to the inspec- 
tion of the show itself which was held on a floor above 
the dining room. 

Anna Rathjen, Cornell & Underwood, Hoboken, N. J., 
president of the TSA, expressed great pleasure and satisfac- 
tion over the manner in which the show was presented. 


The Insurance Accounting & Statistical Association will 
hold its 29th annual conference and business show at 
Chicago’s Palmer House, May 14th-16th. It is expected 
that attendance will exceed 900. The conference and 
equipment exhibit will provide information on up-to-date 
methods used in performing the multiplicity of operations 
necessary to successful insurance companies, says John A. 
Roberts, director of exhibits. 
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CONVOY chen-Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board . 
range—with serviceability in the 
steel range .. . take less than 
10% more space than steel files 
-.. can be stacked to the ceiling 
without supports . . . mate to- 
gether top-to-bottom and lock 
together side-to-side . . . have 
wax-like texture that makes 
drawers slide easily . . . are ship- 
ped assembled for easy installa- 
tion without tools . .. are water 
resistant — moisture will not 
weaken them. 


540 pounds is only a part 
of the load these wonder 
files will carry and permit 
free operation of the 
drawers! 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


Battie 


P. O. Station B, Canton 6, Ohio 


You'll like Convoy quality and 
economy. Write today for de- 
scriptive folder and prices on 
14 standard sizes. 


CONVOY, INC. « 


Fulton 
MARKING DEVICES 


have the quality that 
builds repeat business 


Carry a full line of these 
deluxe items 


Prompt Shipment of 


Service and Fulton Daters and Numberers 

DeLuxe and Special Business Outfits 

Sign Making Kits 

Dri-Kwik Stamp Pads, Sizes {O, 1, 2—In New 
Drawn Boxes 

Fulton Stamp Pads and Ink 

Special Rubber Stamp Inks 


COMPLETE LINE OF CROWN SELF-INKERS, 
DATERS AND NUMBERERS 


Write for Catalog 


There is no other 
pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
April, 1951 


“Fulton MARKING EQUIPMENT CO. 


82 Fulton Street, Elizabeth 1, N. J. 
% - 


TRANSFILE 
TRANSFER FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 


FIBRE 
BOARD 


filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 


available on the De Luxe model. Check your 
stock and order today. 
e 3 STYLES e 13 SIZES 


Write for Your Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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i: m Du PONT 


Wants 
MANAGEMENT 
ENGINEERS © 


. - must be graduate of Mech- 
anical, Chemical or Industrial 
Engineering, with 3 to 12 years 
experience in any of the follow- 
ing: Office Methods, Work 
Simplification, Wage Incentive, 
Craft Measurement, Clerical 
Measurement or Statistical 
Analysis. Must be willing to 
travel. 


Give experience, education, age, 
references, personal history, sal- 
ary received and salary expected. 
Please be complete & specific. 


All inquiries will be considered 
promptly and kept confidential 


E. I. du Pont de Nemours & Co. 
ENGINEERING DEPARMENT 
WILMINGTON, DEL. 


| SIGNALS 
"AND MAPTACKS: 


o 


are in. Greater Demand than ever 


CELLUGRAF 


NU-VISE 


NU-VIZ 
MAPTACKS 


for use in MILITARY SERVICES 
DEFENSE INDUSTRIES 

CIVIL PROTECTION 

FIRE, POLICE, HEALTH DEPARTMENTS 


George B. Graff Co., Cambridge 40, Mass. 


CLASSIFIED ADVERTISING. 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave. 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (40 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on_your part. Your identity is covered and present position 
rotected. ite for particulars. R. W. Bixby, Inc., 292 Dun Bidg., 
uffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and n iating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg.. 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Ageney, East Lansing, Mich. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
pa national accounts and with ability to train and direct salesmen. 


Position Wanted—Male 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
Statistics. Married, 28, responsible. Re-locate. OM-85. 


PUBLIC RELATIONS—plan and execute complete PR programs; pre- 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly specialized college training. Age 
28, married, draft exempt. References. OM-92. 


Position W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 


They do not go on your payroll. General Calculating Service, 8 Broad 
way, New York, N. Y. 


For Sale or To Buy 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 
and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


KARDEX, ACME, all makes used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Special service 
and prices to dealers for purchase or sale. Get our quotations. Chas. S 
Nathan, Inc., 548 Broadway, New York 12, N. Y. 


BURROUGHS, MOON HOPKINS, Elliot-Fisher, Remington Account- 
ing Machines, and everything in the office machinery line. State model, 
serial number and we will quote highest cash prices. International Office 
Appliances, Inc., 29-31 East 22d St., New York 10, N. Y. 


WANTED—All makes calculators and adding machines. State make, 
model, serial number and adding capacity. Internagional Office Appli- 
ances, Inc., 29-31 East 224 St., New York 10, N. 


FOR SALE—One used Model H, Pitney Bowes Postage Machine. _No 
reasonable offer refused. U. S. Coal Co., 90 West St., New York City. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature, Z. 
POLACHEK, 1234 Broadway, New York City. 
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ASSOCIATION NEWS 


The April Meeting of the Records Management Associa- 
tion of New York was held at the Hotel Martinique in 
that city. Guest speaker for the occasion was Francis J. 
McNamara, editor of Counter Attack, a weekly newsletter 
of information having to do with current activity of Com- 
munism. His talk was entitled “What You Can Do To 
Combat Communism.” 


The sixth annual Time Study & Methods Conference, 
sponsored by the Society for the Advancement of Man- 
agement and the American Society of Mechanical Engi- 
neers’ management division, will be held at the New York's 
Statler Hotel, April 19th-20th. 

In an attempt to “present the last word” in tested and 
proven time study and methods techniques as demonstrated 
by succesful authorities, the associations have secured an 
imposing list of speakers. These include W. Gilbert Brooks, 
Pitney-Bowes, Inc.; Samuel M. Dix, General Foods Corp.; 
Paul Stock, York Corp., and J. F. Biggane, Maytag Co. 

Full information on this “outstanding industrial engin- 
eering event of the year” is available from the Society for 
Advancement of Management, 84 WUliam St., New York. 


Office Executives Association of New York announces 
the recent appointment of Benjamin P. Fowler of the New 
York City Housing Authority, as a director of that organi- 
zation. Mr. Fowler succeeds Earl Bunce, who was in charge 
of programs and meetings. Mr. Bunce becomes vice-presi- 
dent of the OEA. 

The Association also announces, through its membership 
chairman, Paul T. Chave, that it is seeking to enroll new 
members, individuals or corporations whose problems and 
interest in management are of mutual concern. Mr. Chave 
can be contacted at the American Bleached Goods Co., 
Inc., 40 Worth St., New York. The New York chapter of 
the National Office Management Association, has a present | 
membership of 580. The national organization, which com- | 
prises 100 chapters, has more than 10,000 members in its 
ranks. 

One of the OEA’s many aims is “to initiate and effect the 
application of scientific methods to the problems of office 
organization and management.” 


The sixth annual conference and products exhibit of ial 
National Institute of Governmental Purchasing will be held | 
at the Shoreham Hotel, Washington, D. C., October 21st- 
24th, says Alvin J. Holm, general conference chairman, and 
honorary president of the organization. 

Top federal, state, county, city, and education purchasing 
executives are expected to attend, and all federal, civilian, 
and military purchasing personnel stationed in Washington 
will receive special invitations to view the NIGP products 
exhibit. A floor plan of the Shoreham, including the price 
of exhibitor spaces, is available from Albert H. Hall, ex- 
ecutive director of NIGP, 730 Jackson Pl., N.W., Washing- 
ton 6, D. C. 


Plans are already being made for the 1951 convention of 
the National Business Teachers Association and the Na- 
tional Association and Council of Business Schools, which 
will be held December 28th-30th at Chicago’s Palmer House. 

Paul F. Muse, exhibit manager, and treasurer, Indiana 
State Teachers College, Terre Haute, Ind., is already mail- 
ing to interested exhibitors general reservation blanks. 


To Exhibit at Packaging Show 

Among the many manufacturers who plan to occupy 
exhibit space at the forthcoming National Packaging Ex- 
position in Atlantic City, N. J., is Better Packages, Inc., 
Shelton, Conn., makers of sealing tape machines. Spon- 
sored by the American Management Association, the 
exposition will be held in the Auditorium at the resort 


Are Your Guide Tabs 
BROKEN? Cut them off and Rey, FS 


Unbreakable Substitute with 
Spring Jaws : 
clamp them firm- : 
ly to cards but 
permit removal or 
rearrangement. 
Large openings covered by transparent 
ee white, blue, green, yellow, 
— or red. 
sertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 


CHAS. C. SMITH, Manufacturer, Box 808, EXETER, NEBR. 
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Different? —Yes— but 

exactly alike in their 33 

dependence upon UA\is tsi 
BEACH'S e: 


“COMMON SENSE" F y 
EXPENSE BOOKS ; 

to keep track of their 

traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 
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— HANSON — 
POSTAL SCALES 


—the most complete line 
on the market today 
Four models—capacities 2 Ibs. to 50 Ibs. 
Model 1546— Computes postage for air 


mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. sonst 


Model 1530— Parcel Post scale, capacity 1539 
25 Ibs. by 1 ounce. Computes postage for L 
merchandise up to 25 Ibs. 


See Your Stationer 


HANSON SCALE COMPANY Est. 1888 
Chicago 22, Ill. 


city, April 17-20th. 
April, 1951 
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Je PERFECT 
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—— 


= BALANCE 
Since the 
Gay Nineties 


= since Mr. Weldon Roberts 
began making erasers back around 1890, his have been 
world-known for their Perfect Balance. 


TO YOU, this Perfect Balance means time and money sav- 
ing. Combined with Weldon Roberts quality textures for 
all types of erasing, it inspires work-confidence, eliminates 
the delays and temper tantrums caused by “messy” erasing 
and the re-doing of an entire piece of work. 


ASK YOUR STATIONER 
FOR THESE TIME-AND- 
MONEY-SAVING 

WELDON ROBERTS ERASERS 


399 TRI-PLY—The original, superior, 3-layer 
eraser for typists. Two outer plies of red 
pencil-rubber for smooth, clean erasures 
on originals and carbon copies, center ply 
of soft gray ink-eraser for a single letter or 
a complete line. 


2020 MASTER PINK — Medium sized, soft 
pink super-quality eraser of handy ellipti- 
cal shape. Ideal for pencil work and 
cleaning; for drawing and genera! use. 


9000 SUEDE WHISK—Popular Weldon Rob- 
erts Eraser No. 900 Suede with whisk brush, 
for giving eraser crumbs a quick, clean 
brush-off. Gray rubber, for erasing typ- 
ing, carbon copies, pencil writing. Big 
favorite among typists. 


WELDON ROBERTS RUBBER CO., Newark 7, N. J. 


America’s Foremost Eraser Specialists ___- 


Waldon Rofertis Gnanann 
Correct Mistakes in Any Language 


y Sarre Ruder 
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PROPER SEATING 
IS A SPECIALTY 


WARE 


OF 


’: 
2 oe 


MORE LEADING 
COMPANIES USE 
DO/MORE THAN 


ait 


OW reece! 


Mail coupon 

today for your free 

copy of this new 

booklet. Learn why proper 
seating is a paying invest- 
ment for the entire office staff. 


DO/MORE customised CHAIRS 


DOMORE CHAIR CO., INC., Elkhart 36, Indiana 


Please send free copy, ‘Proper Seating is a Speciality” 
NAME 

FIRM 

ADDRESS 

city. 

STATE 


LJ Check here for 10-day trial offer. 
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Change to UNDERWOOD CORPORATION 
Hecto Sets and Hecto Carbons... 
they’re Overcoted and Finger-proof 


You can’t blame girls for complaining when 
hands and clothes get stained from hectograph 
carbon. . . especially when they know it’s 

so needless now. 


4 7 Underwood Corporation has put an end to In addition ° 
ck this nuisance of stains and smudges. Underwood Corporation Hecto Master Sets oS 
ek The new Overcoted Master Sets are finger-proof and Hectograph Carbon Papers give sharper . 
Sai and stainless. They eliminate stained hands masters, more and better reproductions. 
ae > and clothing, avoid need for special stain- There are no typewriter feed roll smudges. . . ih, 
a removing soaps and cleaners. you have uniform intensity of type characters. G 
Change to Underwood Corporation Masters! “Summerized,” too! Even on the hottest, most 
That’s the easy way to overcome employee humid days, reproductions are sharp, crisp— 
reluctance to use hectograph carbon. and, of course, free from stains! 
om Prove it FREE. just ask on your letterhead for free samples. rim The Key 


Please specify purple, black, or blue. =” to Better Impressions — 
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